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Lori Walsh, Personnel Director

AGENDA ; Kellie Craig, Executive Secretary

Placer County is committed to ensuring that persons with disabilities are provided the resources to participate fully in its public meetings. If you
are hearing impaired, we have listening devices available. If you require additional disability-related modifications or accommodations, including
auxiliary aids or services, please contact the Executive Secretary. If requested, the agenda shall be provided in appropriate alternative formats to
persons with disabilities. All requests must be in writing and must be received by the Executive Secretary five business days prior to the
scheduled meeting for which you are requesting accommodation. Requests received after such time will be accommodated only if time permits.

4:00 PM ROLL CALL

MEETING L.OCATION:

Placer County Board of Supervisors Chambers

175 Fulweiler Avenue
Auburn, CA 95603
530.889.4060

CLOSED SESSION — PURSUANT TO GOVERNMENT CODE

PUBLIC EMPLOYEE PERFORMANCE EVALUATIONS

A. Closed Session - Evaluation of performance of various Placer County

employees pursuant to Government Code Section 54957.1 and

pursuant to Placer County Chapter 3, Code Section 3.04.650.

4:30 PM OPEN SESSION

FLAG SALUTE

Iv.

REPORT OF ACTION TAKEN IN CLOSED SESSION PURSUANT TO -
GOVERNMENT CODE SECTION 54957.1.

AGENDA APPROVAL

MINUTES OF PREVIOUS MEETING — March 9, 2015
MINUTES OF PREVIOUS SPECIAL MEETING - March 23, 2015

PUBLIC COMMENT: Persons may address the Commission on items not
on this agenda. Please limit comments to 3 minutes per person since the
time allocated for Public Comment is 15 minutes. If all comments cannot
be heard within the 15-minute time limit, the Public Comment period will be
taken up at the end of the regular session. The Commission is not
permitted to take any action on items addressed under Public Comment.

OLD BUSINESS - None
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NEW BUSINESS

A. Approval of merit increases for classified employees pursuant to
Section 3.04.650 (progression in steps) of the Placer County Code.

B. Request for approval of Work out of Class Pay pursuant to Placer
County Code Section 3.08.510(C.)(5.) (c.) for employee(s) assigned
to the department(s) of County Executive Office.

C. Request for approval of Retroactive Work out of Class Pay pursuant
to Placer County Code Section 3.08.510(C.)(5.) (c.) for employee(s)
assigned to the department(s) of Sheriff's Office. :

D. Administrative Services - Reclassification Request and Classification

Specification Revisions — Countywide Information Technology
classifications. ‘

COMMUNICATIONS - Reports to the Commission are informational items
only. (No action will be taken)

A Provisional appointment - None
B. Staff reports and correspondence
C. Commissioner comments

- ADJOURNMENT

Civil Service Commission 2015 Meéting Schedule

May 11, 2015 — Tentative (Child Support Services)
June 8, 2015

July 13, 2015

August 10, 2015

September 14, 2015

October 13, 2015 (Tuesday)

November 9, 2015

December 14, 2015



MEMORANDUM
PERSONNEL DEPARTMENT
COUNTY OF PLACER

To: Civil Service Commission

From: Lori Walsh, Personnel Director

Date: April 13, 2015

Subject: Review of Merit Increases for Eligible Classified County Employees

During the closed session of your meeting, your Commission will review the
performance evaluations of classified County employees pursuant to Subdivision (b) (1)
of Government Code Section 54957. For those classified County employees
determined to be eligible for a merit increase, the following motion is submitted for your
consideration:

Motion to approve the classified merit awards set forth in the list dated April 13, 2015
pursuant to Section 3.04.650 of the County Code.



MEMORANDUM
PERSONNEL DEPARTMENT
COUNTY OF PLACER

To: CiViI Service Commission
Through: Lori Walsh, Personnel Director
From: Kellie Craig, Executive Secretary
Date: April 9, 2015

Subject: Work-Out-of-Class Pay

We have received the following departmental request(s) for work-out-of-class pay extensions.
Listed below are the department(s), employee name(s), and time period(s) requested. The
Personnel Department has previously approved work-out-of-class pay and we are requesting
the Civil Service Commission approve additional extension(s) as per Placer County Code
3.08.510 C.5.c. Supporting documentation has been attached to this memo.

Department Employee Name Dates Approximate
County Executive Office Alison Angulo 04/30/15 - 10/30/15 180 days
County Executive Office Melissa Poplin 04/03/15 - 07/02/15 90 days

| Recommendation: It is recommended that the Civil Service Commission approve the above
work-out-of-class pay extension(s) in recognition of the duties being performed.

cC: David Boesch — County Executive Office

[t
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WORK OUT OF CLASS AGREEMENT
DEPARTMENT OF COUNTY EXECUTIVE OFFICE

TO: Lori Walsh, Personnel Director
FROMWM: Andy Heath, Deputy County Executive Officer
- DATE: March 20, 2015

SUBJECT: Request for Work OUt of Class (WOC) Pay

ACTION REQUESTED

Employee's Name: Alison Angulo

Current Classification: Account Clerk Journey

WOC Classification: Accounting Technician

Initial WOC Effective Date: 111012014

Requested Extension Effective Date: 04/30/2015

Approximate Number of Days: 180 days

Approximate End Date (End of pp): 10/30/2015

Reason for WOC Request:

[1 Fill Behind Leave of Absence Peak Workload/Special Project [(JPending Reclassification/Reallocation
] Fill Behind Retirement 71 No Request to Fill Vacancy "] Request to CEO to Fill Vacancy
[ Fill Behind WOC | Temporary End WOC>80-Hours Leave [] Restart WOC>80-Hours Leave
'BACKGROUND

Alison Angulo had begun performing a greater range of duties and assignments than those typically assigned for her
current classification of Account Clerk Journey back in November during a leave of absence of an Accountant Auditor ! in
the unit. While the higher level tasks of the Accountant Auditor had been assigned to others in the unit at that level or
above, there were some tasks that fall within the Accounting Technician level that Alison has been asked to perform.

The new duties assigned Alison on a temporary basis were the monthly Middle Fork Relicensing invoicing to PCWA, the
Fixed Asset inventory project, review and processing of the Cal Fire Contract quarterly invoices, and preparation-of various
journals. These duties involve accounting tasks at a higher level than her current Account Clerk Journey classification so it
is appropriate that the WOC at the Accounting Technician level be assigned to Alison for the time period she is responsible
for this higher level. The Accountant Auditor has returned to work but has not resumed these lower level tasks due to other
high priority workload issues that have created a need for Alison to continue to perform the duties listed above.

RECOMMENDATION

It is therefore recommended that Alison Angulo, Account Clerk-Journey, be approved to receive WOC of a minimum of
5% as an Accounting Technician effective PP11. Consistent with the guidelines presented under provisions for work out
of class section in Chapter 3 of the County code, additional compensation for working out of class shall be no less than
a minimum of five percent or exceed a maximum of fifteen (15) percent. The specific amount of the additional
compensation will be determined by an analysis of the employee’s current classification and the proposed work out of
class classification and in no case will exceed the amount the employee would receive if promoted.

AUTHORITY

In line with the principle that én employee assigned to work in a position having discernibly higher job duties should
receive higher pay, positions within the classified service may be applicable for work-out-of-class assignment. Individual
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employees maybe certified by the personnel department as being eligib!e for work-u(t-of-class pay when so assigned by
the appointing authority or designate of that appointing authority. (3.08.510) .

PROVISIONS FOR WOC ASSIGNMENTS

-]

® © @ © @

For evaluation purposes, employee is rated on his or her current classification.

Evaluation rating periods are not impacted by WOC assignments.
Employee will continue to be eligible for merit increases as outlined in 3.04.650.

- Employee will continue to accrue seniority in his/her regular position/classification.

Employee will continue to receive the benefit package associated with his/her regular position/classification.

WOC compensation will not be considered or paid for assignments of two workdays -or less or for training
purposes. : ' '

The Department must notify the Personnel Department when the WOC employee has a leave of absence that
exceeds 10 ten working days since this results in ending WOC compensation. The Department must notify
Personnel and submit the appropriate paperwork prior to continuing an employee in a WOC assignment upon his
or her return from leave. : .

Additional compensation for working out of class shall be no less than a minimum of five (5) percent or exceed a
maximum of fifteen (15) percent. v v

The Department is responsible for requesting WOC extensions anticipated to be beyond 180 days from the County
Executive’s Office using the Position Exception Form and process. : -

Employee is not to begin the work out of class assignment until certified by the Personnel Department that the
individual meets the minimum qualifications for the WOC assignment, the additional duties warrant WOC
compensation, and that the WOC compensation requirements have been met.

| have reviewed and understand the Depan‘ment and Employee responsibilities with the requested WOC assignment and

bvisions set forth above and specified in 3.08.510 of Placer County’s Personnel Rules.

N ) ) L |
Ms\G o ﬁ /)/; Y, \Qéfﬁ/‘ﬁ

9 Authority ~ © Date Bmployee / "/ Date

Holty Helnzen Alison Angulo
Chief Assistant County Executive Officer Account Clerk Journey

County Executive Office _ County Executive Office

ﬁ"”ﬂwv\\gh&wm f 20/ /S

Supervisor : Date
Kim M Davis

Senior Administrative Services Officer
County Executive Office
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WORK OUT OF CLASS AGREEMENT
DEPARTMENT OF COUNTY EXECUTIVE OFFICE

TO: Lori Walsh, Personnel Director

. FROM: Holly Heinzen, Chief Assistant County Executive Officer
DATE: - March 25, 2015

SUBJECT: Request for Work Out of Class (WOC) Pay ~ Extension

ACTION REQUESTED

Employee’s Name: o Melissa Poplin

Current Classification: - Administrative Technician -~ Confidential

WOC Classification: Staff Services Analyst | - Confidential

Initial WOC Effective Date: 10/11/2014

Requested Extension Effective Date: 04/03/2015

Approximate Number of Days: 90 days

Approximate End Date (End of pp): 07/02/12015

Reason for WOC Request: -

[] Fill Behind Leave of Absence Peak Workload/Special Project ' [[JPending Reclassification/Reallocation
~ LI Fill Behind Retirement [} No Request to Fill Vacancy [] Request to CEO to Fill Vacancy

[ Fill Behind WOC [[] Temporary End WOC>80-Hours Leave [] Restart WOC>80-Hours Leave

BACKGROUND

This work out-of-class extension request for Melissa Poplin is for the purpose of continuing to perform
ongoing workload at the Staff Services Analyst | level, concurrent with ongoing staffing analyses of the
administrative division of the County Executive Office. The definition of the Staff Services Analyst | position
~ is to perform difficult and complex administrative studies related to the organization and to assist in the
formulation of and implementation of office policies and procedures.

Melissa, working as Staff Services Analyst is currently performing supervisory administrative functions for
the division, serving as co-lead system administrator for a Board Agenda ltem Automation Project, ensuring
the development of clerical desk-reference procedures, and supporting the countywide capital budget
planning process. Prior to Melissa working out-of-class, these duties were being performed by a Senior
Management Analyst who has since been re-directed to core analyst duties. Melissa has successfully
assumed responsibility for oversight and supervision of the reception staff (2 secretaries), which has
included identifying and developing reference procedures on an ongoing nature. Melissa has been serving
~ as a System Administrator for the Board Item Automation Project and has taken responsibility for training
County employees, writing procedure materials, testing the new software functionality, and handling vendor
meetings and supporting management’s stakeholder meetings.

Melissa continues to update the capital project and impact fee databases, support the publication of the
countywide Capital Plan budget, and develop business process recommendations in support of capital
planning. This assignment closely mirrors that of our existing Staff Services Analyst Il who is responsible
for the publication and sophisticated technical support of the countywide budget.

During the past six months of this work out-of-class assignment, Melissa, as part of the Staff Services
Analyst | position, has performed the following ongoing activities: _
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Staff Services: ‘ :

o Co-lead and System Administrator for the Granicus Board ltem Automation Project, specifically:

o Creating Business Process Maps with Visio to reflect business processes designed with
“best-practices” versus status quo.

o Establishing systematic controls for countywide approvals (i.e. User Security).

o Performing System Administration updates to program the software according to County
specifications / manager requests.

o Coordinating subject matter needs with appropriate staff at Clerk of the Board, County
Counsel,.and County Departments, asking relevant questions and soliciting input at

- appropriate times. ' '

o - Begun to write technical procedures, while incorporating new policies, for helping future users

. of the software perform their agenda duties.

e Continues to receive direction from Senior Management Analyst, or above, for coordinating the
“annual” Countywide Capital Plan (i.e. gather information from departments, participate in capital
team meeting preparation, maintain large database and recommend improvements to processes,
organize, check for errors, and publish the Countywide Capital Plan).

Administrative: ,

o Supervising two secretaries in reception: leave requests, coordination of front desk coverage,
monitoring and adjusting workloads, and making independent supervisory decisions.

e Serving as informant to Chief Assistant County Executive Officer and Deputy County Executive
Officer related to reception performance and critical issues.

o Writing and overseeing the development of clerical desk-reference manual, including identifying
where procedures and office policies are needed. :

¢ Ensuring secretaries prepare reference materials as part of their assigned tasks (i.e. payroll one-
pager, memo standardization one-pager, how to handle calls and visitors, etc.).

e Works closely with Senior Management Analyst, or assigned manager over administrative functions,
to handle reception staff complaints, conflicts, or the most difficult coordination of certain tasks.

Future Goal of SSA | Position: _
e For cross training with existing Staff Services Analyst II: Receive direction from Senior Management
' Analyst, or above, for supporting the Countywide Budget (i.e. generating statistical reports, retrieving
data from software systems, utilizing sophisticated spreadsheets, recommend improvements to -
processes, organize, check for errors, and publish the Countywide Budget).

In the past six months, Melissa Poplin has performed at satisfactory levels in the work out-of-class
assignment. She relies on her immediate supervisor for guidance and support during the most difficult
decision-making processes; however, has shown growth and professional development during this time.
The vision for the Staff Services Analyst position is to provide the momentum, via dedicated staff time, that
is necessary to build inter-office processes, evaluate existing processes, and ensure ongoing follow-up
through supervision and training, while serving as support to countywide fiscal processes that directly feed
the County’s initiatives of economic development and budget transparency. Additionally, once the Board
ltem Automation project is implemented, Melissa is slotted to continue performing ongoing System
Administration (non “IT” related) to maintain the software and written procedures, update functionality to
mirror updated policies, and train County employees annually. -

RECOMMENDATION
It is therefore recommended that Melissa Poplin, Administrative Technician, be approved for WOC

Extension pay as a Staff Services Analyst | for another 90 days. This WOC assignment will result in an
approximate increase of 5%. Consistent with the guidelines presented under provisions for work out of
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class section in Chapter 3 of the County code, additional compensation for working out of class shall be no
less than a minimum of five percent or exceed a maximum of fifteen (15) percent. The specific amount of
the additional compensation will be determined by an analysis of the employee’s current classification and
the proposed work out of class classification and in no case will exceed the amount the employee would

receive if promoted.

AUTHORITY .
In line with the principle that an employee assigned to work in a position having discernibly higher job duties

should receive higher pay, positions within the classified service may be applicable for work-out-of-class
assignment. Individual employees maybe certified by the personnel department as being eligible for work-
out-of-class pay when so assigned by the appointing authority or designate of that appointing authority.
(3.08.510) ; : ) ,

PROVISIONS FOR WOC ASSIGNMENTS

" For evaluation purposes, employee is rated on his or her current classification.

Evaluation rating periods are not impacted by WOC assignments.

Employee will continue to be eligible for merit increases as outlined in 3.04.650.

Employee will continue to accrue seniority in hisfher regular position/classification.

Employee will continue to receive the benefit - package associated with histher regular

position/classification. ' ‘ |

e WOC compensation will not be considered or paid for assignments of two workdays or less or for
fraining purposes. ' .

e The Department must notify the Personnel Department when the WOC employeé has a leave of
absence that exceeds 10 ten working days since this resulis in ending WOC compensation. The
Department must notify Personnel and submit the appropriate paperwork prior to continuing an
employee in a WOC assignment upon his or her return from leave. ‘

o Additional compensation for working out of class shall be no less than a minimum of five (5) percent or
exceed a maximum of fifteen (15) percent. L

o The Department is responsible for requesting WOC extensions anticipated to be beyond 180 days from
the County Executive’s Office using the Position Exception Form and process.

o Employee is not to begin the work out of class assignment until certified by the Personnel Department
that the individual meets the minimum qualifications for the WOC assignment, the additional duties
warrant WOC compensation, and that the WOC compensation requirements have been met.

@_0@@0

| have reviewed and understand the Department and Employee fesponsibilities with the requested WOC assignment and
understand the provisions set forth above and specified in 3.08.510 of Placer County’s Personnel Rules.

| afosfic - o (- Mf"‘\‘ 3)as)i5

Appo“l'ﬁig Authority - Date’ Employee /' 'Date
Holly Heinzen Melissa Popl
Chief Assistant CEO Administrative Technician

County Executive Office

SN |
%@%Z&/ /s 7/ 5
< U .

pervisor Date
Gretchen Nedved
Senior Management Analyst
County Executive Office
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MEMORANDUM
PERSONNEL DEPARTMENT
COUNTY OF PLACER

To: Civil Service Commission

From: Lori Walsh, Personnel Director

By: Suzanne Holloway, Senior Personnel Analyst
Date: April 13, 2015

Subject: Request for Retroactive Work Out of Class Pay — Sheriff's Office

The Sheriff's Department is requesting retroactive work out of class pay for Cherish
Rogers, beginning January 3, 2015.

Background

The Sheriff's Office is requesting retroactivé work out of class pay for Cherish Rogers as a
Supervising Public Safety Dispatcher. According to the department, Ms. Rogers has been
performing the duties of a Supervising Public Safety Dispatcher since January 3" of this year.

The Personnel Department received a Personnel Action Form and supporting documentation
on March 18 requesting work out of class pay beginning January 3, 2015. Our normal
practice is to input transactions with an effective date of the beginning of the pay period in
which we receive them. In this case, that date is March 7. ‘ .

Discussions with staff at the Sheriff's Office regarding the submitted request indicate that as a
result the vacancies which occurred at the end of calendar year 2014 Ms. Rogers was
assigned the higher-level duties but this did not get immediately communicated to the
Administrative division. Once Administrative division staff became aware of the assignment
paperwork to process the work out of class was submitted. Therefore, the Personnel
Department is moving this request forward for the Commission’s review and consideration.

cc  Devon Bell, Undersheriff
Mark Reed, Sheriff's Captain
Mark Giacomini, Administrative Services Manager
James Importante, Senior Management Analyst
James Britton, Placer Public Employees Organization

Attachments



PLACER COUNTY

SHERIFF

CORONER-MARSHAL

EDWARD N. BONNER

SHERIFF-CORONER-MARSHAL

TO: ' Lori Walsh, Personnel Director
FROM: Mark Giacomini, Administrative Services Manager
DATE: March 3, 2015

SUBJECT: Request for Work Out of Class (WOC) Retro-Active Pay
' Cherish Rogers, Public Safety Dispatcher |l

ACTION REQUESTED

Employee’s Name: Cherish Rogers

Current Classification: ' Public Safety Dispatcher Il (
WOC Classification: Public Safety Dispatcher Supervisor

Initial WOC Effective Date: 01/03/2015 (pp. 20)

R Requested Extension Effective Date: N/A

Approximate Number of Days: 125
Approximate End Date (End of pp.): 05/15/2015 (pp. 19)
Reason for WOC Request:

[J Fill Behind Leave of Absence [ ] Peak Workload/Special Project : [TIPending Reclassification/Reallocation
I Fill Behind Retirement [C] No Request to Fill Vacancy e X Request to CEO to Fill Vacancy

[ Fill Behind WOC [[] Temporary End WOC>80-Hours Leave [] Restart WOC>80-Hours Leave
BACKGROUND

Our office is requesting to retro-actively pay Cherish Rogers, Public Safety Dispatcher I, for working out of class as a
Public Safety Dispatcher Supervisor beginning 01/03/2015 through 05/15/2015, through the next Dispatch shift rotation,
approximately five (5) months. '

In September on 2014, one of our Public Safety Dispatch Supervisor's retired, creating a vacancy in our supervisory staff
for our Dispatch Center. It was our intent to fill this vacancy with a line dispatcher and, when properly trained, establish an
eligibility list for Public Safety Dispatch Supervisor to fill the vacancy from line staff. However, we have been unable to fill
the line staff vacancy and, subsequently have not been able to begin the recruitment for the supervisory position. To
compound our supervisory shortage, our Dispatch Services Manager resigned in November of 2014, thus leaving our
remaining Supervisory staff to cover additional duties due to this vacancy as well. It became necessary to assign a Public
Safety Dispatcher the duties of a Public Safety Dispatch Supervisor to assist in the supervisory duties for each of the
dispatching shifts. Cherish Rogers was chosen to be assigned these higher levels duties. '

Due to the loss of the Dispatch Services Manager and the on-going shift of these duties to our current Dispatch
Communications Supervisors, the notification of the work-out-of-class assignment to County Personnel did not occur in a
manner to begin compensating the employee, Cherish Rogers, in January. Our agency is requesting to rectify that error at
this time.
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RECOMMENDATION

It is therefore recommended that Cherish Rogers, Public Safety Dispatcher II, be approved to continue receiving WOC
pay as a Public Safety Dispatch Supervisor effective 03/07/2015 through 05/07/2015. This WOC assignment will continue
at an approximate increase of 5.0 %.

AUTHORITY

In line with the principle that an employee assigned to work in a position having discernibly higher job duties should
receive higher pay, positions within the classified service may be applicable for work out of class assignment. Individual

~ employees maybe certified by the personnel department as being eligible for work out of class pay when so assigned by
the appointing authority or designate of that appointing authority. (3.08.510)

PROVISIONS FOR WOC ASSIGNMENTS

For evaluation purposes, employee is rated on his or her current classification.

Evaluation rating periods are not impacted by WOC assignments.

Employee will continue to be eligible for merit increases as outlined in 3.04.650.

Employee will continue to accrue seniority in histher regular position/classification.

Employee will continue to receive the benefit package associated with his/her regular position/classification.

WOC compensation will not be considered or paid for assignments of two workdays or less or for training

purposes. A :

e The Department must notify the Personnel Department when the WOC employee has a leave of absence that

" exceeds 10 ten working days since this results in ending WOC compensation. The Department must notify
Personnel and submit the appropriate paperwork prior to continuing an employee in a WOC assignment upon his
or her return from leave.

e Additional compensation for working out of class shall be no less than a minimum of five (5) percent or exceed a
maximum of fifteen (15) percent. .

o The Department is responsible for requesting WOC extensions anticipated to be beyond 180 days from the County
Executive's Office using the Position Exception Form and process. _

« Employee is not to begin the work out of class assignment until certified by the Personnel Department that the
individual meets the minimum qualifications. for the WOC assignment, the additional duties warrant WOC
compensation, and that the WOC compensation requirements have been met.

| have reviewed and understand the Department and Employee responsibilities with the requested WOC assignment and
understand the provisions set forth above and specified in 3.08.510 of Placer County’s Personnel Rules.

e o= 312, Uy 3l

- Appointing Authority Date Employee L/ "Dat
Devon Bell Cherish Rogers
Undersheriff Public Safety Dispatcher
Sheriffs/Office ‘
P
(A 2/l / ¢
Supetvisor Déte /

Mark Reed, Captain
Sheriff's Office, Support Services Division
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- MEMORANDUM |
PERSONNEL DEPARTMENT
COUNTY OF PLACER

To: - CiviI_Service Commission
From: Lori Walsh, Pereonnel .Direc‘tor ‘ .
- Jerry Gamez, Administrative Se,rvioes Director
By: ‘Suzanne Holloway, Senior Personnel Analyst
L | Jennifer Duvall, Personnel Analystll .
Date: Aprll 13,2015 : . _
Subject: Reclassification Request and CIaSS|f|cat|on Specrfrcatron Revisions —

- Countywide Information Technology classifications

Recommendatlon

It is recommended that the Civil Serwce Commlssmn approve:

1.

e @ 8 @ ® © @ ©

The proposed revisions to the classification specrflcatlons for the followmg
classifications: : :

Geographlc Information System Analyst /1l
Geographic Information System Technician I/l
Information Technology Analyst I/Il
Information Technology Analyst Senior
Information Technology Supervisor

~ Information Technology Technician /1l
Technology Solutions Analyst I/ll
Technology Solutions Analyst Senior

2. Abolishment of the following classifications: .

o _Information Technology Technioiah'—,Senior N

e Technology Solutions Analyst |

o Telecommunicatio'n's Technician 7]

The administrative placement of the mcumbents mto the recommended
classifications, pursuant to Placer County Code section 3.08.480, with the
exception of eleven (10) employees who have submitted formal appeals prior to

~the published appeal deadline (highlighted on Attachment D). -



Countywide IT Study
April 13, 2015
Page 2

‘Basis for Recommendation

Information technology (IT) classifications were previously studied and updated in 2002.
Over the years, the field of information technology has evolved tremendously, as have
the needs of County departments and the roles and responsibilities of various IT staff.
Any recommendations to update class specifications or reclassify positions have been
reviewed by the IT review. panel, comprised of specific information technology
specialists from various departments in order to. maintain consrstency and continuity

Countywide.

In October 2013 Placer County entered into a contract with CPS-HR Consulting to
undertake a Countywide classification and organizational study involving all information
technology related classifications, ‘as well as any non-technology positions in
departments that were performing technology related tasks for their assigned unit. The
primary goal of the study was to identify the appropriate classification structure and
optimal organizational structure for information technology classifications across the
County, identify current service level requirements and best practices, and to develop
updated class specrﬁca’nons to better reflect current services, technology, and job

functions.

The classification study encompassed one hundred thirty nine (139) positions allocated
to the nineteen (19) IT specific classifications. Of these, one hundred nineteen (119)
~are currently filled and nineteen (19) are vacant. Staff from the IT division of
Administrative Services, CEO, and Personnel worked closely with the consultant to
facilitate the desired outcomes listed above. Management staff from County
* departments were also included in discussions regarding technology related needs and
services as they relate to the current classrflcatlon structure in order to rdentlfy potential
improvements. »

Per classification industry standards, the follow_ing factors were considered during the
analysis when drafting class specifications and allocating individual positions:

duties and responsibilities currently assigned;
knowledge and abilities required to perform essentlal dutres
supervision exercised and received;
‘mdependence of decision makrng/authorny to make commltments on behalf of
the County; :
available gurdelines/standards;
o consequence of error, -
e person to person contacts in the normal course and scope of work.

® ® © o

Because cIassrfrcatron analy3|s is based on the work currently assrgned and performed
“for each position, the following were not considered when making recommendations:



Countywide IT Study

April 13, 2015
Page 3
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dutles performed ‘occasionally or those not conS|dered essential or critical;
volume of work; :

' employee job performance

personality/interpersonal skills;
efficiency at performing job tasks;
personal qualifications exceeding current job duty requlrements

- longevity/history with the County;

prior work experlence or assignments that were at a hlgher level

Methodology
The classmcatlon analysis was completed usmg the followmg process

CPS staff IT division management staff, and Personnel staff conducted multlple
orientation sessions all affected employees to discuss the process, review
Position Inventory Questlonnalres (PIQ’s) and answer any questions as part of
the prOJect initiation and kick off. Department managers were also invited to
attend the orientation sessions, and power point slides, video of one of the

orientation sessions, and all handouts were' made avallable to staff on the

Personnel department’s |Placer site.

Staff completed and submitted pre populated PIQ’s. Content of the Ple was
based on information technology industry standards grouped by service area/job .
function, information from current County class specifications, and feedback/input |
from the Countys IT Review Committee. A.copy of the PIQ used for this study

can be seen in Attachment B. Completed PIQ’s were reviewed by immediate

supervisors as well as management staff, then submitted electromcally directly to -
the Consultant for review and analysrs

CPS consultant staff met individually wrth all partlclpants requesting-a follow up
interview as well as a representative sample of affected staff across class levels,
assigned departments, and work locations.. These meetings either took place
individually or as a group, with just under 60% of employees interviewed. Any

~ follow up questions or issues regarding information contained in the PIQ’'s was

discussed with staff either in person or over the phone by CPS staff.

Class plan structure and class plan concepts were drafted and reviewed with -
County Executive’s Office staff, Personnel staff, IT Division management, and
the IT Review Committee. Following this review, draft class specifications were

* also reviewed, with the opportunity for updates/changes to language included in

the class specrflcatlons

Based on the classnflcatlon plan structure and mformatron contalned in the draft ~
class specifications, the IT review panel drafted position study checklists to
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consider when responding to individual allocation study requests after
implementation. ' :

e Based on the information contained in the PIQ’s and feedback received during
the follow up meetings with incumbents and supervisory/management staff, draft
allocation recommendations were submitted to the Personnel Department and
the IT division for initial review.

o Due to a reorganization that occurred in the IT division in May of 2014,
management staff expressed concern that the information contained in the PIQ’s
was no longer current or reflective of employees’ scope of work. Therefore,
additional information was submitted to the consultant for review to determine
‘whether allocation recommendations needed to be updated. As a result of this
review new allocation recommendations were submltted to the County i in the fall

of 2014.

e Personnel staff met with management personnel from each department to review
allocation recommendations for their specific positions, which included an
overview of the study results, criteria considered in making allocation
recommendations, and any budgetary implications of these recommendations.
Additional information was then provided by management staff regarding position
requirements and follow up discussions were scheduled with consultant staff and
managers as.requested in order to clarify updated posrtlon scope and respond to

~any follow up questions or concerns.

° Al employees included in the study were notified of the consultant's allocation

~ recommendation and provided with a copy of the draft class specification for their

position. Per County code, each employee was given the opportunity to review
and comment on the recommendations. ;

e For those staff who had questions as to the allocation and review process,
“Personnel staff held lnformatlonal meetings out at work sites and responded to
_questions as they arose.

e All feedback forms submitted as a result of the employee review process, along
with comments from immediate supervisors and managers, were submltted for

further review and analysis to the consultant.

e Seventy employees submitted feedback forms as a result of thls review. Of
-these: : ' _

o 35 indicated that they did not agree with the consultant's initial allocation
recommendation, and 35 were in agreement with the results.

o 26 of the 35 employees who did not agree ‘With the study results had no
changes to their current classification or level, but felt they should be
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®

| # of employees wrth no ohanges/tltle changes only e 93
# of chariges ' ' i 26
# of‘promotlons - 17

allocated to a classification that was higher than the one they currently
held. : '

o 18 of the 35 employees who submitted feedback offered suggestions and
feedback regarding the Ianguage contalned in'the class specmcatlons

Based on mformatron contalned in the PIQ’s, foIIow up mformatlon obtained from
incumbents, supervisors, and ‘managers, and information in the employee
feedback forms, a final classification report, including final allocation

- recommendations and revnsed/updated class specifications incorporating

suggested/updated Ianguage was submitted by the consultant to the Personnel

~ department.

Outcomes included the foIIowing'

# of transfers

# of demotions/y-rates | 7 2

Results & Recommendations

Overall, the current structure for management and superv:sory classifications still appears
to be appropnate with minor updates to language recommended. However, additional
changes were recommended to the non- management and technical classifications in order
to better reflect the actual work performed and distinguish each job family from the others.
Since the original class study in 2002, many jobs at the non- management level have
evolved based on service needs and advancements in information technology.

" Furthermore, information technology services have shifted and reorganized over the past
several years, causmg some overlap between classifications within the current structure.

Detalled descnptlons of each recommended jOb cIaSS|f|cat|on and its primary
responsibilities are included in the consultant’s classification study report (Attachment A),
which includes the following classifications:

‘e & ® © @ © ®

- IT Manager

IT Supervisor
Senior IT Analyst

IT Analyst I/1l
Senior IT Specialist (formerly titled Senior Technology Solutions Analyst)

IT Specialist (formerly titled Technology Solutions Analyst I1)
Geographic Informatlon Systems (GIS) Analyst I/lI
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° Geographic I_nfo'rmaﬁon Systems (GIS Technician I/l
e [T Technician I/l :

Detalled descriptions of each " recommended job classification and its primary
respon5|bllltles are included in the consultant's attached classification study report and the -
draft class specifications. As a result of an analysis of current position requirements and
work flow, overall findings and recommendations are summarized below. o

1.

Updéte language on class specifications to more clearly reflect the work performed and -
current technology used in order to better facilitate recruitment efforts and remain
consistent with industry best practices and standards.

e Given the broad range of assignments, eva4ch of the primary areas of assignment
within the Information Technology Analyst classification are described in order to
clarify job requirements and facilitate recruitment efforts at this level.

e Outdated functions and terminology were replaced with language Wthh more
accurately reflects the work being performed.

Consolidate classifications where the duties and_ responsibilities of the work assigned
are sufficiently similar in scope and complexity.

o There was significant overlap on the allocation factors between the
Telecommunications series and the Information Technology Technician 1/l series.
- Absorbing the telecommunications function into the broader IT series allows. for
greater ﬂexnblllty and is cons:stent with the County s broad classnflcatlon structure.

e  The possibility of combining-the Geographic Information. Systems (GIS)- job family
with- the Information ‘Technology job family was also explored, but the work
performed and skill set required for Geographic Information Systems is so
specialized that employees would not be able to rotate in and out of GIS without
specific training and experience in this area. Therefore, this job family was kept
separate to reflect substantially different job functions.and requirements.

Provide clearer distinctions among the dlfferent class:flcatlons and the levels wrthln
each classification serles

e Additional language in the Distinguishing Characteristics section of each class
specification was included to provide information regarding the differences between
each classification and the classifications directly above and below them. -

e Over the years there has been some overlap between the Tebhnology Solutions
Analyst and the IT Analyst series as departments have reorganized and information
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technology services have been re-centralized. Redefining the Technology
Solutions Analyst /Il as a single-level Specialist classification more accurately
-clarifies the type and level of work performed, as anyone assigned to this
classification would be expected to perform at the full journey level. While
assignments within this class may vary depending on assignment, incumbents must
be able to provide a wide variety of services to their customers and requiring detailed
or specialized knowledge in one or more particular applications.

o There currently does not appear to be a need for a Senior level IT Technician.
Incumbents studied were either working at the technical or specialist level, with lead
responsibilities assigned at the higher level. Therefore it was recommended that
the senior level technician class be abolished. :

- Employee Review

As provided by Chapter 3, Section 3.08.520, each study participant has had an opportunity
to review the both the study’s final recommendations for his/her position and has been
notified of the opportunity to appeal the recommendation to your Commission specifically
for his/her position. A total of ten (10) requests to appeal were received by the stated
‘deadline. Of these, 7 had no change to their existing allocation and 3 would be transferred
to a different classification with no salary implications. It is anticipated that these appeals
will be reviewed by the Commission at a future meeting. No changes will be made to
these positions until the appeal process has been completed.

Attached for your review and approval are the proposed classification specifications and
allocation recommendations. Proposed changes reflect updated practices/technology
and scope of work currently performed by incumbents. A copy of the PIQ developed for
this study and the final Classification Report submitted by the consultant are also
attached for your reference. The Personnel Department, County Executive’s Office and
Placer Public Employee Organization have reviewed and are in support of the
recommended changes and updates.

cc.  County Department Heads
IT Review Committee Members
Chuck Thiel, Representative, Placer Public Employees Organization
James Britton, Representative, Placer Public Employees Organization

Attachments: ,

A - Consultant’s Classification Study Report

B Position Inventory Questionnaire (PIQ)

C Draft Class Specifications

D  Allocation recommendations (by employee)
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SECTION | —BACKG ROUND/ INTRODUCTION

The County of Placer (the “County”) retained CPS HR-Consulting (“CPS HR") to conduct a County-wide
classification study for its Information Technology (IT) positions. The purpose of the study was to
ensure that all positions are properly classifled within the County’s current classification structure
and/or to develop a new classification structure more clasely aligned with the County’s [T operations.

The goals of this study are to:

Conduct an evaluation of the-appropriate current and future use of the IT classification
structure to determine whether there is a need to streamline or modify classiflcation
functions to meet the County’s needs. ‘ ' '

B Update classification specifications and/or recommend new classifications, as deemed
appropriate

B Review the current duties assigned to incumbents within the current classifications with
recommendations for reclassification to new or existing classifications, if appropriste.

This classification study encompassed one hundred thirty one (131) positions allocated to the
nineteen (19) IT and GIS specifi¢ classifications listed below, as well as, five (5) positions which are not

" classified In an IT classification, but which are performing technology related tasks within their
respective departments or agencies. ’

Deputy Director information Technology
Geographic Information System Analyst |

B Geographic Information System Analyst 1l

@ Geographic Information System Technician |
Geographic Information System Technician i
Geographic Information System Technician Senior
information Technology Analyst | '
Information Technology Analyst 1l

Information Technology Analyst Senior
information Technology Manager

Information Technology Supervisor
Information Technology Technician i
Information Technology Techniclan Il
Information Technology Technician Senior
Technology Solutions Analyst |

Technology Solutions Analyst ||

Technology Solutions Analyst Senior

@ Telecommunications Technician Il

CPS HR 4= CONSULTING |  Pagel3
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The majority of the positions studied (eighty-six) are assighed to the County’s Information Technology
Divisiorr of the Administrative Services Department. Ten positions are located in the County’s Sheriff
Department, nine positions are located in the County s Clerk-Recorder/Elections Department and
eight positions. are located in the County’s Commumty Development/Resource Agency.  The
remalning twenty-three (23} postiions studied are located in the Administrative Services, Air
Pollution, Assessor, Auditor, Child Support, County Executlve, District Attorney, Facility Services,
Personnel, Public Works, and Treasurer/Tax Collector Departments.

Page |4
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SECTION Il ~ PROJECT SCOPE AND METHODOLOGY

" The following steps were taken by the CPS HR projéct feam to complete this tlassiﬁcation study. The

‘ project team:

1.

41

8'1

PR

CPS MR &

Conducted an initial meeting with the Director of Personnel, the Assistant Director of
Personnel, the Senior Personnel Analyst and Personnel Analyst responsible for
managing the project for the County, the Director of Administrative Setvices, the
Deputy Director of Information Technology, and the Deputy County Executive, Risk
Managément; to ensure a comprehensive understanding of the study goals and
objectives and to receive their commehts, feedback and concerns with respect to the
study and the process. :

Prepared a customized, com prehensive Position Description Questionnaire to capture
job related data for analytical purposes from all study employees. The PDQ utilized for
this study was “nre-populated” with relevant job duty statements in all areas common
to information technology positions, in otder to collect thorough and consistent
information from all incumbents. ‘

 Met with the County’s {T Classification Review Committee to discuss the classification

study and any concerns/problems related to the current IT classification structure, and
to further customize the PDQ. to better address the County’s functional areas of work.

" Conducted employee orientation sessions to ensure all employees (i) were apprised of

the study goals, processes and objectives; and (i} had an opportunity to express any
concerns or guestions on the study. :

Conducted a detailed analysis of each position through the analysis of individual
position Description Questionnaires (PD@Qs). '

Conducted interviews with approximateky 56% of study positions 10 gain a
comprehensive understanding of work performed.

Analyzed all of the information gathered via the PDQ's and job evaluation interviews ’
to Identify the scope and level of work performed by each employee as well as the’
typical dutles and the requisite knowledge, skills, ahilities, and other job-related
characteristics required to perform the work assigned to each position.

Developed Draft Preliminary Classification Concepts for client review and feedback.

CONSULTING | Page |5
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14.
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Developed a classification structure consistent with the c!asslﬂcation concepts
encompassing the total bodies of iT related work being performed within the stucly
positions, :

Developed draft new and revised classification specifications supporting the
classification structure recommendations. '

Developed a Draft Classification Report for County revnew

Met with representatives ‘from the Countys Personnel Department, Information
Technology Division within the Administrative Services Department, and the IT
Classification Review Committee to recelve input regarding the draft report and
classification specifications, respond to questioris, and discuss proposed revisions.

Based on classification concepts, classification structure, and PDQ content allocated
each poSition included in the study to an appropriate classification.

Met wsth representatwes from the Countys Personnei Department Information

Technalogy Division of the Administrative Services Department, and Sheriff’s
Department elther in person and/or via conference call to discuss the allocation

 recommendations, receive ingut, and respond to questions,

15,

16,
17.

18.

19,

e

CPS HR

Recelved and reviewed additional information from Kathy Buchanan, Deputy Director
of Information Technology regarding the Senior IT Analyst positions in the ACORN
Systers Support group and the [T Analyst I and 1l positions in the Customer Services
Center group. Recelved and reviewed additional information from Jerry Silva,
Information Technology Manager, in the Sheriff's Department regarding the Senior IT '
Analyst position currently occupied by Kevin Davis and the IT Analyst | position
currently occupied by Dillon Tabet.

Made changesto ini_tial allocation recommendations where appropriate.
Submitted a revised draft report for review.
Completed the employee review process.

Submitted this final report,

CONSULTING ' ’ » . Page|6
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SECTION i1 - CONCEPTUAL FRAMEWORK

The classification analysis, as applied to positions within the County, relles upon sound principles of
job evaluation. The approach Identifies classifications that reflect distinct differences in levels and
types of work as determined through the use of established allocation factors and classification
concepts. To present this framework, this section is organized as follows:

e General Guidelines and Definitions

e Nature of Work
e Classification Job Family Levels
e Flexible Staffing '

An accurate and up-to-date classification system provides an organization-with the necessary tools to
make administrative, fiscal control, and human resources decisions. Accurate, current, and ADA- .
compliant classification specifications provide the fundamental and essential bullding blocks for
‘. suceessfully administering recrultment, performance management, compensation, -and succession
planning programs. In additlon to providing the basis for these types. of human resources
management and process decisions, position classification can also- effectively support systems of
administrative and fiscal control. ldentifying positions based on a well defined and orderly
classification system supports organizational planning, budget analysis and preparation, and various
other administrative functions. '

The methodology used by CPS HR during this study relied upon soeund principles of job
classification analysis. Using this approach, CPS HR has developed a classification structure for the
County's Information Technology positions that is designed to reflect distinct differences in the levels
and types of work being performed based on established classification factors and cancepts. This
section of the report presents the conceptual framework for the methods used by CPS in developing
the County’s proposed classification plan. ‘

Point in Time Analysis

A classification study primarlly captures the essential nature of positions at a single point in time.
Therefore, recommendations cannot be based upon all possible future changes, particularly in a
rapidly, changing environment where organizational needs, technologies and skill requirements are
continuously evolving. - CPS HR has, to the extent possible, designed a classification structure in line
with the County’s.current goals, recognizing that other additions or deletions from the plan may take
place in the future. Overall, the proposed classification structure, the levels of work, and the

CPS HR #2 CONSULTING | - Page |7
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functional areas identified from both a broad and narrow persp’ecti;/e, should provide a strong
foundation for the County’s future classification needs.

- Whole-lob Analysis

For purposes of this study, CP$ HR used a whole-job analysis approach, This approach compares jobs
with one another on the basis of an overall evaluation of difficulty or performance. The entire
position, including the skills required, the decision-making authority, the scope, the magnitude of
work, and the accountability for results, is compared as a whole to other positions.

Prepondergnt Duties

Classification studies often find that positions are assigned a wide range of duties and that
incumbents have various levels of responsibility at any one time. Therefore, the positions must be
analyzed based on their preponderant duties. Preponderance is a measure of importance, and the
most preponderant duties of a position are those that support the primaty purpose of the position,
Sometimes the most time-consuming duties of a position are preponderant; however, consideration
must sometimes be given to the responsibility and complexity of certain duties that do not occupy
the majority of the incumbent’s time. Overall, the determination of preponderance is a judgment call
based on a consistent set of factors. :

_ Level gnd Not Volurme of Work

Position classification is a reflection of the level of work performed by an employee; and thus, it Is ’
generally independent of volume. -For example, if one employee processes double the work of
another, yet the percentages of time spent on those tasks and other duties are comparable, a single
classification shoulfd be appropriate for both positions.  In fact, study questionnaires do not ask for,
and the consultants do not consider, the relative productivity of employees when evaluating
positions. Likewise, classifications are not distinguished by the amount of time spent by-incumbents
oh tasks or the velume of work assigned to positions slnce problems of excessive workload are
* properly solved by redistributing work or adding employees, and not by creating new classifications.

Classification of the Position, Not the Emplovee

Position classification should be consistent regardless of who holds the paosition. As such, a
classification study process classifies positions, not individual employees. In fact, consuliants
generally attempt to evaluate positions based on what they would look like if vacant or occupled by
other employees.  Furthermore, classification does not -consider the capabilities of individual
employees or the efficiency and effectiveness of an incumbent. It s hot a measure of how well an
individual employee performs but of the actual duties assigned to the employee. Thus, classification
s not a tool to reward individual achlevement, nor should classifications be created simply to reward -
length of service.

]

CPS HR 4% CONSULTING - - Page |8
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Position versus Classification

Position and classification are two words that are often thought of as interchangeable; but in fact
have very different meanings. Ina classification plan, a position is an assigned group of duties and
_responsibilities performed by one person. Sometimes the word “job” is appropriately used in the
place of position. : ‘ '

[n contrast, a classification may contain orly one position, or may conslst of a number of positions.
When there are several positions assigh’ed to one classification, it means that the same title is
appropriate for each position becatse: the scope, level, duties, and responsibilities of each position
assigned to the classification are sufficiently simifar [but not necessarily identical]; the same core
knowledge, skills, and other requirements are appropriate for all positions; and the same salary range
is equitable for all positions. S

glgs_glﬁcation versus Allocation

Classification Is the process of identifying and describing the various kinds of work in an organization
and grouping similar positions together based on job family, classification series, and classification
distinctions. Allocation s more specifically tied to the placement and/or budgeting of positions
within an organization, Thus, agencies may allocate a position within an organization based on the
rasults of the classification analysis for that position. - '

Using Titling Conventions for Consistency

Within any organization, the use of classification titles and levels should be based on the specific
needs of the crganization. . ' : :

i CONSULTING . pagels
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NATURE OF THE WORK

The averall nature of the work being performed provides the basis for establishing job families and

also helps group positions according to their overall functions and responsibilities. Thus, CPS HR first
identifled the predeminantly hon-management technology refated work performed in the County as

either “technical” “specialist” or “professional” in nature. These categories are described as follows.

B “Technical” classifications describe work that requires skills, knowledge, and abillties typically
acquired through practical experience. Typically, positions at the technician level may require
incumbents to have, at a minimum, a high school diploma or GED equivalency, combined with
college level courses or possession of technical certification. Incumbents assigned to this
classification level will perform duties that include, but are not limited to: serving as a first
and/or second level responder far user hardware/software issues; troubleshooting routine
problems and either providing technical assistance to customers, or referring the issue tothe -
next level responder,

“gpecialist” classifications describe paraprofessional work that requires skilis, knowledge, and
abilities typically. acquired through a combination of formal education and practical
experience. Typically, positions will require incumbents-to have some formal education such
as an Associate’s Degree, or comparable tralning/specialized certifications. Specialist
classifications often bridge the gap between lower-level support classifications and ‘higher-
level professional, administrative, or other ‘advanced-level classifications.  Incumbents
assigned to this classification level will perform duties that include, but are not limited to:
serving as-a second level responder to customer issues, typlcally from the business user’s
perspective; troubleshooting routine applications problems and either resolving or referring
the issue to the next level, typically the application developer; testing, documenting and
implementing new, enhanced or upgraded applications; providing training and assistance to
users of a specialized software program(s) or system(s) that required specialized knowledge -
beyond that of the users; and developing a variety of reports from assigned systems. The ?
County does not currently have a body of work at the specialist level within its netwarking

function, however, duties for this specialty can he added If the County: wishes to do so for

~future purposes.

# “professional” classifications typically describe work that is both technologically complex and
analytical ih nature, requiring incumbents to possess sufficient knowledge and skill to analyze
technology problems, evaluate and identify alternatives, and recornmend/implement
technology actions/solutions that are significant to the department. Professional [T
classifications generally require incumbents to have & Bachelor’s Degree in computer science
or a related field. ' :

AT
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A e e St

CLASSIFICATION JOB FAMILY LEVELS

Entry-level classifications are designed to provide an on-the-job training opportunity to an
employee who has limited or no directly related work experience and is not yet performing
the full range of work assigned to the journey-level class. In some cases, positions which are

“{imited in scope and/or performing more basic duties may be permanently aflocated to the
entry-level. For example, first level responders would be permanently aliocated to the entry-
level, ' : ‘

Journey-level classifications recognize positions that perform the full range of tasks typically
assigned to positions in the job family. A journey-level position requires incumbents to be
fully competent in performing assigned duties.

Advanced Journey-level classifications describe positions with specialized and/or advanced
duties beyond the journey level of the series. In addition, for project management related
“accountabilitles, incumbents at the advanced journey level would be responsible for
~administering or managing projects that are medium to large in size and scope, requiring the
- support of multiple staff and/or the procurement/utilization of specialized | resources.
Positions at this level may also be assigned functional or technical {lead) supervisory
responsibilities over a small number of positions; however, such responsibilities are anciliary
{0 the performance of the more advanced, complex dutles requiring technical expertise.The
designation of “Senior” has been used for this advanced level classification.

B supervisor-level classifications describe full, first-line supervisory positions that plan, assign,
supervise, and formally review the work of subordinates; assist in program development and
mahagement; and assume responsibility for a variety of personnel actions in such areas as
performance evaluation, training, selection, transfers, approval of leave, and recommending
disciplinary measures, Supervisors may alsa assist in budget development and administration.

* Most “working” supervisors also spend a substantlal portion of their time performing the
more difficult and complex work of the section or unit. The designation of “Supervisor” or
© #gypervising” has been used for this leve! classification. ' '

‘Manager-level classifications describe full responsibility for planning, organizing, directing,
staffing and controlling one ot more major technology functions and/or operations within a
department. Managers are also responsible for the strategic planning and budget oversight
for technology functions and/or operations for a department. '

B Deputy-Director level classifications describe responsibility for assisting a department head
{Director) with the staffirg, management and strategic planning of all department activities
and projects, as well as, warking with other County departments to forecast and plan for
services to be provided to the County departments, » ’

& CONSULTING | page |11
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FLEXIBLE STAFFING

Associated with the above described class series is the practice of flexible staffing. The County may
choose to flexibly staff positions within a class series containing an entry-and a journey-level. Flexible
staffing gives the County the flexibillty to hire employees at the entry level or the journey level
depending upon applicant qualifications and staffing needs. Positions budgeted at the journey level
and encompassing full journey-level work would normally be filled at the entry fevel when they
become vacant, unless the needs of the County require that the position be filled at the journey level.

- The distinction between the entry level and the journey level Is based upon the degree of
responsibility to which an incumbent is expected to perform rather than on the types of dutles
assigned.

After gaining the experience and knowledge to perform the full range of journey- -level tasks and
fulfilling any special requirements for the journey level, the ‘employee could reasonably expect to

" progress o the journey level based upon the Judgment of management. Itis emphas:zed that flexible
staffing does hot preclude the County from identifying certain positions in the class that contain
primarily routine and repetitive tasks and assigning those positions to the entry level permanently. In
these cases, the employee at the enfry level could not reasonably expect to advance to the journey
level while in the assigned position.

SECTION IV - FINDINGS AND RECOMMENDATIONS

The IT classification structure recommended by CPS HR retalnssmuch of the current structure for
management and supervisory classifications, but changes the classification concepts for some of the
non-management . Information technology positions “throughout the County to (i) consolidate
classifications where the duties and responsibihtles of the work assigned are sufficiently similar in
scope and complexity; (il) retitle and revise the Technology Solutions Analyst classification series; (ill)
more clearly define the different areas. of assignment within the Information Technology Analyst
classification, and (iv) provide clearer distinctions among the different classifications. Some of the
challenges in the current structure are presented below: -

" B There are currently two distinct [T classification series used to allocate positions that are
responsible for performing IT duties of a professional nature. The Information Technology
Analyst classification series is primarily utilized. within the central IT Division and the
Technology Solutions Analyst classification serles is primarily used in the outlying
. Departments. Over time, the distinction between these two classification series has become

"less clear.

B There currently is no classification for positions’ assigned. responsibilities beyond those
typically assigned to the Technician leve!, but are not performing professional level duties as
definedin the Information Technology Analyst or Technology Solutions Analyst setles.

S
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B THere is a need for clearer distinction between an Information Technology Supervisor and an
Information Technology Analyst — Senior in terms of su pervisory responsibilities. There is also
a need for a clearer distinction between the Information Technology Analyst classification
series and the Technology Solutions Analyst classification series. S

Finally, within the Information Technology Analyst series there is a need for greater definition
of the different areas of technical assignment; for recruitiment purposes.

CPS HR has develbped a revised classification structure that more clearly defines the Information
Technology Analyst series; changes the title of the Technology Solutlons Analyst series to Information
Technology Specialist series and defines this serles as a'specialized technical level and lead speclalized .
technical level; and provides. clear distinction between the different level of duties and
responsibilities assigned to pasitions within each series. The recommended classification structure is
detailed below and on the following pages. '

An‘overview of the recommended claséiﬂcation structure Is presented Inthe fcable belqw.

Deputy Director, Information Technology Division
Geographic Information Systems Analyst | -
_ Gebgra p‘hic Information Systems Ana'lyst i
Geographic Information Systems Technician |
Geographic Information Systems Technician i
Infarmation Technology Manager
- Information Technology Supervisor
Information Technology Analyst Senior
Information Technology Analyst [I
Information Technol ogy Analyst |
Information Technalogy Specialist Senior
“Infotmation Technology Speclalist
Information Technology Technician
information Technology Technician |

The next section of this report provides a summary of the title, nature of work and a brief narrative
. on typical duties and responsibilities assigned to each proposed classification,

B Deputy Director, information Tt echhology
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CPS HR proposes that this classification be retained. This classification is responsible for the
management and strategic planning of all division activities and projects, as well as, working
with other County divisions and departments to forecast and plan for services to be provided
by the Information Technology Division. L :

B Information Technology Mahager

CPS HR proposes that this classification be retained. This classification is responsible for
managing major work units or sections within the Information Technology Division or the
Information Technology work unit within an outlying department. ‘Duties include, but are not
limited to: supervising/managing others through subordinate supervisors; giving direction to
staff; making program and policy recommendations to function management and/or
_department executive team; leading department or County-wide : projects/assignments;
setting the vision/mission for the assigned program, unit or section and ensuring achievement
of objectives; exercising a significant level of discretion and accountability in program
decislons and work to be accomplished, ‘including changing priorities for subordinate staff
within the scope of assignment. : ST R , :

Information Technology Supervisor

CPS HR proposes that this classification be retained. This classification is responsible for full
supervision of information technology staff, managing  multiple projects, and performing
advanced professional duties pertaining to the analysls, development, maintenance and
administration of various systems, applications and/or network solutions to meet husiness
needs. Specific duties may include, but are not limited to: supervising a group of information
technology staff who perform professional applications development and support, network
support, information technology analysis/administration, and/or other related Information
technology dutles; and performing a variety of applications, network, and/or professional
technology analysls duties as a working supervisor, Incumbents may serve as technical
speclalists for a particular functional area and/or perform project management, but the
preponderant role that distinguishes positions in this classification -from the Information
Technology Analyst Senlor level is the supervisory role. ‘

# Information Technology Analyst Senior

CPS HR proposes that this advanced journey/lead/technical expert classification be retained.
This ¢classification describes positions that lead, perform advanced, specialized professional
duties, and/or require technical expertise pertaining to the analysis, development,
maintenance and administration of complex computer hardware and software systems to
meet business needs, andfor for serving as a Project Manager where such dutles are
performed on an ongoing basis, Positions at this level may also be assigned functional
supervisory responsibilities over a small number of positions; however, such responsibllities

AT
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‘are ancillary to the performance of the more advanced, complex duties requlring technical
expertise. Incumbents at this level of the professional serles are responsible for:

- Performing advanced, specialized technology duties that are predominantly
analytical in nature and require technical expertise, where the incumbent acts
in an advisory role to other analytical staff and provides strategic Input within
his/her area of specialization. Examples of duties include, but are fot limited
to, analyzing and evaluating the County’s overall network design and
identifying suitable areas for strategic network improvements.

- Planning, organizing, directing, and controlling a broad varlety of large,
complex information technology projects for the design and implementation of
automated solutions for enterprise, client/server, desktop and/or other
computer systems requiring the “support of multiple staff andfor the
pkocurement/utilizatioh of specialized resources; ensuring that assigned
projects are delivered on time, within budget and to customer specifications;
and performing other related duties as assigned.

B |nformation Technology Analyst I/11

CPS MR proposes the retention of these classifications (entry and journey) with modifications,
These classifications are designed to describe positions that perform professional duties
related to the analysis, development, maintenance and administration of computer hardware
and software systems to meet business needs. Incumbents at this level of the professional
serles are responsible for performing the full range of assigned technology duties that are

" predominantly analytical in nature, such as analyzing business needs’ and recommending
options _ for integrating improvements to processes; managing the development and
integration of new tools (including online tools) for compliance with business requirements;
applications development analysis (including creatlon of design requirements); designing,
developing and maintaining We‘bsites — Includes the design-of website navigation and
appligation frameworks and creating database " connections;  performing - database
rnanagement and administration — ensuring maximum database availability and protection,
monitoring and administering database security, designing and modifying database structures,
tables and flles; performing system administration - installing, updating, maintaining and
administ’ering_: ,Various operating.'systems'on various platforms, maintaining the integrity of
network * structures and support routines, providing system administration services;
performing network analysis including the deslgn and configuration of network infrastructures
and evaluating and Implementing network upgrades; analyzing business heeds, and preparing
desigh specifications, r_ecommendations, and solutlons for telecommunications technology
and/or audio/visual solutions. Other duties may include providing technical support and
tralning to users of particular applications, but these dutles are secondary to the primary
focus on analytical duties. :
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Information Téchnolog‘y Specialist Senior

CPS HR proposes that the current classification of Technology Solutions Analyst Senior be
retitled to Information Technology Specialist Senior and redefined as a specialized technical
classification to describe positions that perfarm and lead others performing a variety of duties
that include, but are not limited to the following: Serving as a second and third level
responder to tustomer issues, assisting users of one or more pariicular applicatnons where

" detailed knowledge of the specific applications is required, troubleshooting and resolving a
- varlety of operations/business-process related applications problems; developing and
~ generating a variety of standard and customized reports from assigned systems; analyzing

existing processes and providing recornmendations regarding ‘technology solutions;
coordinating with vendors or state programs to develop system modifications; coordinating
the testing of new or modified applications; produclng and presenting training on specialized
applications to users; and ‘using various computer languages to write computer
code/programs based on specifications created by others. Incumbents at this Jevel may also
serve as the County or department representative on working groups w;thm or outside the
Cou nty related toa speclahzed software or system,

Info rmation Technology Specialist

CPS HR proposes that the current classification of Technology Solutions Analyst It be retitled
to Information Technology Speclalist and redefined as the Journey-level, specialized technical
classification to describe positions where the majority. of time is devoted ta a variety of duties
that include, but are not limited to the followmg Serving as a second level and third level
responder to-customer issues requiring specialized knowledge, assisting users of one or mare
particular applications where detailed knowledge of the specific applications Is reguired,
troubleshooting and resolving a variety of operations/business-process related applications
problems; developing and generating a variety of standard and customized repotts from
assigned systems; analyzing existing processes and provudmg recommendations regarding
technology solutlons; coordinating with vendors or state programs to develop system
modifications; coordinating the testing of new or modified applications; coordinating the

- testing of new or modified applications; producing and ‘presenting tralning on specialized

applications to users; and using various computer languages to write computer
code/programs based on specifications or business requirements created by others. Because
this classification is designed as the “Specialist” level, serving as a bridge between the
technical classification serles and the professional classification serles, and 'requlring
speclalized knowledge, an entry-level Is not recommended for the tnformation Technology
Specialist classification series.
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B Information Technology Technician I/1l

CPS HR proposés the retention of these classifications {entry and journey) with modifications.
These classifications are designed to describe positions that perform duties that include, but
are not limited to: Serving as a first and/or second level responder for routine/common user
computer, network and hardware/software Issues; monitaring, traubleshooting and repairing
hardware or software problems; monitoring, installing, configuring and upgrading hardware,
software and peripherals; troubleshooting and repairing routine system problems -and
providing technical assistance to customers or referring the issue to the next level responder;
installing, replacing and repairing equipment and cables; and creating or reviewing account
access, and hardware/software roll-outs and inventory. For positions where duties are
primarily limited to more routine/basic assignments such as serving as a first lavel respondear
for hardware/software issues, recefving trouble calls, troubleshooting basic problems such as
connection or printer issues, installing software, and forwarding a large percentage of more
complex or specialized calls to another staff member; CPS HR recommends permanent
allocation o the Information Technology Technician | level. :

B Geographic Information Systems classification series

CPS HR recommends the retention of Geographic Information Systems Analyst 1, Geographic
Information Systems Analyst Il, Geographic Information Systems Techniclan |, and Geographic
Information Systerns Technician 1l as separate from the Information Technology series, with
updates to the class specifications. Placer County currently only has one position allocated to
the Geographic Information Systems Techniclan Senfor classification. It is CPS HR's
recommendation that this classification be deleted at the time where this one position is
either reclassified or deleted. '

Revised class specifications for Information Technology Manager, Information Technology Supervisor;
Information Technology Analyst Seniar, Information Technology Analyst 1/1i, information Technology
Specialist Senior, Information Technology Specialist, and Information Technology Technician /1],
Geographic Information Systems Analyst 1/l and Geographic Information Systems Technician /il are
presented in Attachment A,

A summary table of the position allocation recommendations for all positions studied may be found
In Appendix B at the end of this report. ' o

V. Summary

* The above sections of this report provide detailed information concerntng the scope of the project,
the methodology used to complete the classification study, as well as the resulis of the study, which
include revisions to the class specifications. We are happy to submit this final report to the County

of Placer.

P g

CPS HR &= CONSULTING - Page |17




CONSULTING

Instmctiolns for Completing the Position Description Questionnaire |

Placer County has retained CPS HR Consulting (CPS HR) to conduct a‘classific’ation study of all

positions in Information Technology classifications. This memo is designed to supplement the
employee orientation sessions as well as to provide assistance for those who were unable to

attend

Employees -will be prov1ded an electronic Position ‘Description Questionnaire (PDQ) to
complete. Employees will be provided approximately two weeks to complete the form. It is our

recommendation that you complete the form as you go through your day rather than trying to.

complete it all at once. Below is a summary of how to complete each item within the PDQ,
foIIowed by the applicable section and item number.

Employees shou,ld:'

® Brlefly summarize the purpose of your job. (Page 1) .

e Review the pre-populated lists of tasks, check those that you perform and prowde the
estimated percentage of time for each overall area and each individual task. The total
~for individual tasks should equal the overall percentage for that area. The total
percentage for all overall areas must equal 100%. You may perform tasks in more than
one area, so be sure to read all tasks. (Section |, Iltems-1—11) '

e List any special tasks or other |mportant duties that are onIy performed occasionally.
(Section I, Item 12)

e List any services or work products directly generated as a result of the duties performed,
such as operating procedures; reports, etc. Describe how your work is checked in order
to discover/eliminate errors. (Section Il, ltems A and B) ‘ :

e List 'any formal guidelines or regulations within which your duties must be performed;
identify any conflicting guidelines, and how such conflicts are resolved, and whether the
guidelines change (Sect/on Il, Item C).

e Provide a descnptlon of the level of authority your posmon has to ensure comphance
with laws, codes, and standards. Also provide a description of the corrective actions you
can take if noncompllance is detected (Sectlon Il, Items D and E) :

o Provide examples of decisions or problems that occur on a regular basns that are
resolved by you and provide examples of problems that are referred to your supervisor.

(Section Ill, Item A)

A
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List the people within Placer County with whom you have regular contact other than
your direct supervisor or direct subordinates; describe the purpose and frequency of
these contacts. (Section IV Item A) '

List the people outside of Placer County W|th whom you have regular contact in the
course of your duties and list the purpose and frequency of these contacts. (Section IV,
Item B) o .

Identify the level of supervision recelved from your immediate supervisor or manager
(Section V, Item A)

List those individuals that you receive work assignments from. (Section V, ltem B).

Identify the level of direct supervision exercised by you. Direct supervision includes the
responsibility for conducting performance evaluations. (Section V, Item C)

‘Identify the level of lead supervision exercised by you. Lead supervision includes

assigning work to others, reviewing the work of others, and answering questions but
does not include conducting performance evaluations. {Section V, Item D)

List the employees over whom you exercise some level of supervision. . Include each
employee’s name and job title, indicate whether it is direct supervision or lead
supervision, and indicate whether they are a full time, part time, or temporary
employee (Section V, Item E) :

For each statement, check the box that most accurately describes the level of authority

exercised with respect to direct or lead supervision of others. (Section V, Item F)

List the knowledge, skills, and educational and experience level required for your
position on the first day.of the job. This information will assist with revising the
minimum qualifications, if needed. (Section VI, ltems A and B)

List any licenses, certificates, or registrations that are required for your position either
by law or by Placer County. (Sect/on Vi, Item C) ‘

If there are other employees that perform duties |dent|cal to yours, llst thelr names and
titles. (Section Vil).

 Utilize the space provided to identify any important information not otherwise covered
- by the previous items. (Employee Statement Conclusion)

Please type in your name. When you have completed the questionnaire, save it on your
computer and email it to your Supervisor by January 10, 2014.

Supervisors:

]

‘Supervisors are asked to review each employee’s completed PDQ, indicate yes or no in

response to each of the questions in the Immediate Supervisor’s Statement portion of

“each PDQ along with comments as appropriate, and type in their name and phone
number. -

Page 2
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o~
s

- e Supervisors are asked to email the questionnaire to their supervisor/manager by
January 17, 2014. :
o Supervisdrs should not change any information provided by the employee nor
comment about an individual employee’s performance, and should instead focus only
‘on the functions of the individual position.

e Supervisors are asked to complete a PDQ for any vacant positions where the assigned
duties are different than filled positions in the same classification. that report to them
~and follow the instructions above for emailing the completed PDQ,

|

Managers:

e Managers are asked to review each PDQ that is forwarded to you, indicate yes or no in
response to the question in the Management Review portion of each PDQ, along with
comments as appropriate, type in their name and phone number, and email the
questionnaire to Ariele Rodriguez at arodriguez@cpshr.us by January 17, 2014

e Managers should not change any information provided by the employee or his/her
supervisor nor comment about an individual employee’s performance, and should
instead focus only on the functions of the individual position

Group PDQs: If you are one of two or more employees who perform identical tasks and report
to the same supervisor, you may wish to work with your coworkers to complete a PDQ as a.
group. Group PDQ’s are limited to a maximum of five employees. However, if you elect to
complete a group PDQ, we request that each member of the group still sign and submit a
: sepa'rate PDQ with only your name on it. -

We cannot emphasize ehough how important it is for each employee to complete the
ciuestionnaire. You are the subject matter experts on your positions, and we are relying on you
to provide us the information necessary to conduct an appropriate in depth analysis of your

position.

As discussed in the employee orientation sessions held on April 20 and 21, the timeline for PDQ
completion and submission is outlined below:

.o Friday, January 10, 2014 - Employees complete PDQ and submit to direct supervisor via
email. : : .

o Friday, January 17, 2014 — Supervisors review, check yes or no, provide comments and
forward PDQ to Manager.

o Friday, January 24, 2014 — Managers review, check yes or no, provide comments and
email PDQ to CPS. " . -

o Week of February 10 to 14 — Interviews will be conducted with selected participants.

Page 3



N

Place. éounty — IT Classification Study
PDQ Instructions

Should you require any assistance in comApleting the PDQ, please talk to your supervisor or feel
free to contact Jill Engelmann of CPS HR at jengelmann@cpshr.us or (916) 471-3433. - -
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PLACER COUNTY IT STUDY |
POSITION DESCRIPTION QUESTIONNAIRE

 INTRODUCTION/INSTRUCTIONS

Emg' loyees . _ '
This PDQ is constructed so that you can complete it electronically and send it to your immediate supervisor for

review by e-mail.

Before beginning, please rename and save this document to one of your file folders so you can locate it later, if
needed. This will allow you to access the document if you find you are unable to complete the PDQ at one

time.

1. - Click on File, Save As.

2. Save the document in a file folder that you are familiar with and will be able to find again.

3. . Please save this document using your name in the following naming convention:
firstname_lastname_Placer.doc ‘

4. You may also attach additional information or pages if needed.

Please be sure to send ybur completed PDQ via e-mail as an attachment to your supervisor by Friday', January
10, 2014 . If you complete it prior to this date, please forward it on to your supervisor sooner.
Thank you for your participation. If you have any questions, please contact your supervisor or you may send an

e-mail to CPS HR: [jengelmann@cpshr.us]

Supervisors ’ :

Please review the PDQ after it is completed by the employee and answer the questions on the supervisory
review page near the end of the document. It is important that you do not change any of the information
submitted by the employee. If you have additional comments or concerns, please provide them on this page as
needed. If you are a supervisor completing this PDQ for a vacant position, please save this document using
your name in the following naming convention: vacant position# -title_supv_PLACER. (e.g. 30580-ITA

I/Il_supv_PLACER)

After you have completed your part of the PDQ, please email the PDQ no later thah f-'riday, January 17, 2014
to your supervisor/manager. : : : '

. ESSENTIAL FUNCTIONS: TASKS AND RESPONSIBILITIES

General Instructions - The information you provide in this section is the most important part of this
questionnaire. In this section, you are asked to provide us with information regarding your specific job
duties. In order to assist you in completing this information, we have adopted a special format to help
minimize the time required to complete this section. : :

CPS HR has identified eleven [11] major IT functional areas. These functional areas were developed in
order to “cluster” common tasks and are not to be confused with classification titles. For each functional
area, we have listed several pre-established task statements that we consider to be typically representative
of the types of work done within that functional area.  As you prepare to complete the questionnaire, '
please briefly review the task statements listed for each functional area. Some of you may perform work in
only one or two functional areas, while others may have duties in several areas. If a particular functional



v B

POSITION DESCRIPTION QUESTIONNAIRE

area does not apply to your position, please check the “Does Not Apply” box at the top of the page.
Otherwise, complete any areas that are approprlate for your current position.

Please note that the pre-established statements reflect a “typical” posrtlon, but may not include all of the

essential duties you perform. Thus, in addition to the pre-established task statements, there are spaces for .
you to add any additional essential tasks that you perform in that area. Alternatively, you may delete any

task statements that do not apply to your posmon and replace them with new tasks.

Typrcally, most jobs have a total of 10 to 15 essential job functions that are the most critical. However, if

~ you need more space, you are welcome to add additional rows or attach supplemental pages. Please
note that even though you should mark tasks in every functional group that describes the work you do, you
are not expected to complete every page of this section. . :

If you add additional job functions, it is important that you brlefly and accurately describe those functrons
in terms that anyone reviewing this form will be able to understand. Avoid abbreviated, vague, or abstract
words, such as “assists,” ”handles,” “keeps,” or “prepares,” unless you describe how you assist, what you
prepare, etc. , and please be sure to define all acronyms. Be specific.

Key For Completing Duty Statements

Key For Completing Duty Statements
CPS HR will need to know the frequency and rmportance of each task that you perform Therefore, we are'
asking to you to provide us with input regarding: each _t_ask by placing an in the appropriate box
correspondlng to the following:
B Frequency of Work ~ For each task, identify the percentage of time spent performing the work;
note that:
"~ For each functional area, the percentage of time for all tasks in that functional area should
add up to the percentage of time you identify in the first statement, i.e. “Yes, | perform
duties in this functional area and they occupy __ % of my jOb"

~  For all tasks in all functional areas, the total percentage of time for all tasks should not
exceed 100%. '

Importance of Work

.1 = Minor — This is a duty which, if rea55|gned to another position, would not impact the
overall scope of work assigned to this position

- 2 = Average - This is a duty which, if reassigned to another posmon would moderately
impact the overall scope of work assigned to thrs position

~ 3 = Critical - This duty is a critical component of overall scope of work WhICh could not be
* assigned to another position

'CPS HR &8 CONSULTING
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Employee’s Name: Supervisor’s Name and Title: -

Current Classification Titl;ei ' i Length of Time in Current Posifion:

Agency Department: Division or Work l‘J‘nit Within bepariment: .
Work Phorie Number: 8 ' ~ | E-mail Address:

Work Location Address:

Previous Agency Position: Length of Time in Previous Position:

EMPLOYEE’S STATEMENTJOB SUMMARY

In three to five sentences, briefly describe the major purposel[s] and/or function[s] of your job.

For example: v
“One iof the main purposes of this position is to provide technical support to the Agency’s departments’ end users by
" receiving and responding to calls related to problems or issues with computer hardware, software and peripheral
equipment. One of the primary tasks is to elicit information from the end user on the nature of the problem, and then

to identify a resource to solve the problem.”
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1. Information Technology Operations Support

Yes, | perform duties in this functional area, and they occupy approximately __ % of my job.

No, this functional area does not apply to my position.

Initiates and monitors production systems based on job

1 .
documentation.

2 | Prepares schedules for production reports and other jobs.

| Checks equipment for routine defects that could cause processing

3 problems; performs basic equipment maintenance; describes more
difficult problems to professional staff over the telephone and carries
out instructions.

‘4 | Facilitates report production.

5 | Reviews completed outputto check for com pleteness and accuracy.

6 | Sets up, adjusts and operétes tapes and disk drive units.

7 | Maintains tape libraries.

3 Provides customer service support regarding data center services.
Give example: o :
Performs miscellaneous administrative duties when not working on

9 | the computer and peripheral equipment. '

Give example:

10

11

12.

13 .
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2. Technical Support/HeIp Desk

Yes, | perform duties in this functional area, and they occupy approximatély __%ofmyjob, -

No, this functional area does not apply to my position.

Recelves reviews and/or !ogs requests from end users regardmg
1 | -computer hardware, software and/or perlpheral equipment _ .
problems; writes and tracks trouble tickets/work orders.

Provides first-level assistance to customers at the time of an initial
phone call; verifies the location of the problem; elicits information
2 | from end user on the nature of the issue; resolves issue or refers to
higher level staf‘f member.

Give example:

Provides second-level assistance by conducting an on-site assessment
of the issue; investigates, troubleshoots, evaluates and resolves '
routine computer hardware, software and peripheral equipment

3 problems; determines whether problem needs to be escalated to
high level staff member.

Give example: ,

Sets up basic user access permissions consistent with Agency policies
and procedures.

Performs routine backups, installations, upgrades and/or other
hardware/software support activities. ' ‘

Sets up/installs new user systems; configures desktop computers and : i
6 | monitors; connects computers to peripheral equnpment such as : , B
printers; loads software. ' - -
Performs minor repairs on computers and penpheral equipment;
coordinates more difficult repairs, or mandated contractual repairs,
7| with vendors.

Give example:

Works with end users to fix hardware problems; provides informal
training on equipment to users.

o
[Ty

10
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POSITION DESCRIPTION QUESTIONNAIRE

3. Programming

Yes, I perform dutles in this functional area, and they occupy approxmately . % of my job.

" No, this functxonal area does not apply to my position.

Writes computer programs and/or scripting based on established.
specifications using various computer languages and/or database

1 platforms. .
Please specify:

) Writes, revises and maintains program code for appllcatlons
development, enhancement or madification.

3 Creates-and modifies flow charts, programming logic, scripts, -
documentation and coding as needed.

4 Develops program modifications to meet speC|f|cat|ons de3|gns and

develops screens and menus.

5 | Evaluates routine program relationship and integration issues.

Executes testing plans to validate functionality; resolves
programming issues; refines data and formats final products.

7 Writes and maintains program documentation.

Tests, troubleshoots and de-bugs programs using appropriate
8. | technology. :

Give example: : ' SR x

9 | Uses a variety of tools to develop repbrts as needed:

10 Serves on project development teams.
Give example:

11

T IRTIRNT I

12

13

PROES L
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4. Web Development

Yes, | perforrh duties in this functional area, and they occupy approximately __ % of my job.

No, this functional area does not apply to my position.

g TERa s S %
Designs, develops and maintains websntes mcludmg scnptmg,

1 navigation, searching, content management, graphics design, user

interfaces, security and audio/visual streaming.

Designs website navigation and application frameworks; writes

2 | programming code and scripts; creates database connections.

Please describe:

Determines and monitors website/system volume capacities;

3 | analyzes traffic patterns; provides recommendations on site
expansion. ‘ )

Recommends and implements web application hardware and
software platforms. :

Provides recommendations on websute security to ensure the

5 | integrity and protection of data and to prevent intrusion from
external sources. '
Monitors and tests website functionality to ensure optimal

6 | performance for end users; provides recommendations for
performance improvements.

Designs website layout and content; reviews and monitors content to .
ensure-consistency with Agency policies and procedures.
Conducts ongoing websnte maintenance for content updates and”
revisions.

9 | Maintains and monitors web servers to ensure optimal performance. ' o :

10 | Ensures ADA compliance of web pages and sites.

11

12

13
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5. Database Architecture/Administration

Yes, | perform duties in this functional area, and they occupy approximately % of my job.

No, this functional area does not apply to my position.

1 | Instails and tests database upgrades and associated software.

Configures database software and works with server administrators
to ensure optimal functionality.

Monitors and administers database security; adds and removes users;
administers access privileges; monitors users for compliance with
security and related operational policies; audits and checks for
security problems.

Performs database management-and administration tasks;
troubleshoots and resolves database problems; monitors and tunes
database applications; verifies the integrity of data within the
database; ensures maximum database availability to users.

Designs and modifies database structures, tables and files;
5 | implements design using established techniques.

Give example:

Ensures database capacity; manages data and file space allocations;
_ 6 | providestechnical advice in planning future data storage optlons
Give example:

Participates in the design, development, and implementation of
databases; provides technical expertise to other information
technology staff on projects which impact assigned databases.

Give example:

Performs data modeling and optlmlzatlon recommends changes for
8 .| improved database performance.
Give example:

9 -| Performs database queries and data analysis processes.

Creates and tests database backups performs backup and recovery

10
tasks.

11 Provudes techmcal advice in the development of specifications as part
‘of “requests for proposals” for external services.

12 Reviews proposal submlssmns and provides recommendations on

vendor selection.

' CPS HR &8 CONSULTING
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6. Application Support/ Business_AnaIy_Sis

Yes, | perform duties in this functionbal érea, and they occupy approximately __ % of my job.

No, this functional area does not apply to my position. -

| |nteracts wnth cllents to analyze their busmess reqwrements and
1 | recommend technology solut|ons

Give example

Gathers user requ:rements writes appllcatlon and/or system
specifications.
Designs application and/or system flow diagrams, schematics, file
3 | structures, reports, forms and menus; using logical data models,
develops prototypes for the user to review.
Coordinates design, development and implementation processes
with software programmers, network analysts, database
administrators and server admlmstrators to implement deSIgn
specifications and coordmate integration across multlple platforms
and technologies. : .
~Give example:
Performs application and/or system quality assurance activities;
5 | designs test programs and evaluates results.

_Give example:

Tests and debugs software and/or technology systems.

Give example:

Troubleshoots new applications and/or systems to ensure functlonal

operation.
Analyzes existing applications and/or systems and prowdes
8 | recommendations for improving hardware and/or software in order

to accomplish business goals.

Recommends and/or implements system adjustments to maximize
application performance and resource utilization.

For third party software, coordinates project activities with vendors
10 | to ensure compliance with Agency speuﬁcatlons or modifies third
party software to meet Agency needs.

Develops and/or conducts training classes pertaining to the use of
applications and/or systems for users and/or other information

11 | technology staff.
Give example:

Provides one-on-one training pertaining to the use of applications
and/or systems for users.

12
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SEEENE e i

Maintains effective communications with users regarding vendor
activities, problems, status, timelines and other details.

Determines and develops cost benefit analyses for project :
just'ifi,'catvi,o'ns; identifies the_budget and resources needed to conduct
14 | the work; manages and monitors budget dollars and staff; evaluates
risk options; ensures project compliance with Agency procedures or
protocols, budgetary constraints and staff/resource utilization.
Serves as main client interface on all aspects of the project; reviews
recommendations with clients and receives approval to proceed;

15 . . . . ..
reviews final outcome with client to obtain sign off that all work has
"been conducted in accordance with client requirements. . '
16 " Directs the resources of the project to ensure compliance with

budget and project specifications.

17 | Designs and directs project testing and quality assurance processes.

Provides technical advice in the development of specifications for
18 | “requests for proposal” pertaining to external services; reviews
submissions and provides recommendations on vendor selection.

N e
1

UL LE LR L

CPS HR == CONSULTING



POSITION DESCRIPTION QUESTIONNAIRé

7. Network Analysls/Admmlstratlon/ Engineering

Yes, | perform duties in this functional area, and they occupy approx;mately % of my job.

No, this functional area does not apply to my position.-

EiCaicaaa

De5|gns, conflgures and installs network mfrastructures include
wireless equipment, routers, switches, cabling, servers, and
peripherals.

Please elaborate:

Administers and supports a departmental and/or enterprise Local

2 | Area Network [LAN]; monitors and adds users; installs and configures
software. Please elaborate:

3 | Designs, configures and administers electronic mail systems.

Works with Central IT to coordinate connectivity to the enterprise
WAN. '

“Monitors network traffic, performance and security; identifies and
resolves security issues; checks server logs to detect intruders;
ensures that outside storage for disaster recovery is adequate;
provides recommendations for improved network performance and
security.

Please elaborate: .

Investigates, analyzes and resolves network-related problems
troubleshoots network failures and telecommunication problems.

Researches resources and timelines for network development and

design projects; evaluates geographic location, capacity, technology

knowledge resources, server requirements and interface

‘requirements for connectivity with other systems.

Prepares technical documentation and procedural manuals including
8 | detailed project plans, network diagrams, and disaster recovery
procedures.

Evaluates and implements network upgrades; tests hardware and

software to ensure optimal functionality.

Monitors network systems using a variety of tools such as UPS

10 | monitoring systems, server alarm systems and temperature

' monitors; maintains optimal environmental conditions.

Determines and develops cost benefit analyses for project
justifications; identifies the budget and resources needed to conduct
11 | the work; manages and monitors budget dollars and staff; evaluates
risk options; ensures project compliance with Agency procedures or
protocol's, budgetary constraints and staff/resource utilization.

CPS HR <8 CONSULTING
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POSITION DESCRIPTION QUESTIONNAIRE

L =

Serves as main client interface on all aspects of the project; reviews
recommendations with clients and receives approval to proceed;

12 ) ) . . - ;
reviews final outcome with client to-obtain sign off that all work has
been conducted in accordance with client requirements.

13 | Directs the resources of the project to ensure compliance with

budget and project specifications.

14 | Designs and directs project testing and quality assurance processes.

Provides technical advice in the development of specifications for
15 | “requests for proposal” pertaining to external services; reviews
submissions and provides recommendations on vendor selection.

CPS HR &8 CONSULTING |



POSITION DESCRIPTION QU EST!ONNAIRE

8. Server/Platform Analysis/Engineering

Yes, | pérform duties in this functional area, and they occupy approximately __ % of my job.

No, this functional area does not apply to my position.

SRS i A i

Designs and administers active diectory, exchange, file and
1 application server platforms.
Please describe detail:

Establishes hardware and operating system requirements and
specifications. :

3 | Installs and configures server platforms.

4 | Monitors and troubleshoots hardware and operating system issues.

5 | Tests and installs critical upgrades and security patches.

6 | Develops and tests backup and restorat'iqn procedures.

Determines and develops cost benefit analyses for project
justifications; identifies the budget and resources needed to conduct
7 | the work; manages and monitors budget dollars and staff; evaluates
risk options; ensures project compliance with Agency procedures or
protocols, budgetary constraints and staff/resource utilization.
Serves as main client interface on all aspects of the project; reviews
recommendations with clients and receives approval to proceed;

reviews final outcome with client to obtain sign off that-all work has
been conducted in accordance with client requirements.
9 Directs the resources of the project to ensure Compliance with

budget and project specifications.

10 | Designs and directs project testing and quality assurance processes.

Provides technical advice in the development of specifications for
11 | “requests for proposal” pertaining to external services; reviews
submissions and provides recommendations on vendor selection.

12 | Designs and administers storage array.

~ CPS HR &= CONSULTING
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POSITION DESCRIPTION QUESTIONNAIRE

9. Telecommunications

Yes, | perform duties in this functional area, and they occupy approximately __ % of my job.

No, this functional area does not apply to my position.

o B e g’.
Installs and repairs telecommunications equipment such as PBX
and/or VoIP equipment, voice mail systems, uninterrupted power

1 | supplies, telephone handsets, network cabling, paging/public address

equipment, intercoms, circuits, optical fiber and other related-

equipment. .

) Prepares and programs computerized telecommunications customer
databases. ’ ’

3 Performs preventative maintenance on telecommunications
equipment.

2 Troubleshoots digital and analog switching equipment malfunctions

and takes necessary actions to restore systems. '

5 Isofates defects in telecommunications equipment; repairs or ' \
replaces parts and tests.repairs using specialized test equipment.

6 Modifies or configures adds, moves and changes of

telecommunications equipment.

Assists in ensuring that telecommunications equipment installations
and repairs meet stated objectives and are completed on time and
7 | within budget. ‘

Give example:

Designs, installs, supports and maintains call center solutions.
Give example: ‘

Interacts with clients to analyze their business requirements and
g | recommend technology solutions. '

Give example:

Gathers user requirements; writes application and/or system

10 specifications.

Determines and develops cost benefit analyses for project -
justifications; identifies the budget and resources needed to conduct
11 | the work; manages and monitors budget dollars and staff; evaluates
risk options; ensures project compliance with Agency procedures or
protocols, budgetary constraints and staff/resource utilization.

12
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POSITION DESCRIPTION QUESTIONNAIRE

10. Security Engineering

Yes, | perform duties in this functional area, and they occupy approximately _ % of my job.

No, this functional area does not apply to my position.

Defines and maintains Agency/Department network and data

1
security standards.
) Ensures that networks and data systems comply with local, State and
| Federal mandates/regulations, [e.g., HIPAA].
3 Ensures network and data system confldentlallty, avallablhty and
integrity.
Implements administrative and technical safeguards as necessary.
4 o .
Give example:
5 Provides security monitoring, mitigation, documentation and audltmg

for compliance as well as investigation purposes.

Performs and/or coordinates activities pertaining to Business
6 Continuity and Disaster Recovery

Give example:

7 | Develops and conducts security awareness training.

8 .| Installs and maintains perimeter security solutions.

10

1

12

13
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POSITION DESCRIPTION QUESTIONNAIRE

i1, Information Technology Orgavnizational Management -

Yes, | perform duties in this functional area, and they occupy approximately __ % of my job.

No, this functional area does not apply to my position.

Develops strategic plans, objectives and priorities for assighed work
1 | units/operational areas.

Please elaborate: ‘
Determines organizational structure and work strategies for assigned -
2 | work units/operational areas.

Please elaborate:

Provides overall direction for the day-to-day activities in assigned
3 | work units/operational areas.

Please elaborate: _
Determines staffing needs for assigned work units/operational areas.

Please elaborate:

5 | Performs employee annual reviews

Has budgetary authority for assigned work units/operational areas;
6 | developsand monitors annual budget; approves expenditures.

Please provide detail:
Establishes policies and procedures for assigned work

7 - .

units/operational areas.
‘ 3 Supervises the work of subordinate employees and ensures that they -

have adequate resources to perform their duties. : T

9 Assumes responsibility for staff development and training; identifies
individual training needs and works to ensure those needs are met.
Assumes responsibility for procurement of services and goods

10 required to manage the assigned work unit/operational areas.
Please provide detail: '

1 Deploys the human and fin_ancial assets needed to achieve objectives

and measure results.

Determines and develops cost benefit analyses for project
justifications; identifies the budget and resources needed to conduct '
12 | the work; manages and monitors budget dollars and staff; evaluates
risk options; ensures project compliance with Agency procedures or
protocols, budgetary constraints and staff/resource utilization.

TR




POSITION DESCRIPTION QU‘ESTIONNAIRlEr

2 EREaeE

Serves as main client interface on all aspects of the project; reviews
recommendations with clients and receives approval to proceed;

13 . . . .
reviews final outcome with client to obtain sign off that all work has
been conducted in accordance with client requirements.

14 Directs the resources of the project to ensure compliance with

budget and project specifications.

15 | Designs and directs project testing and quality assurance processes. -

16 | Identifies and develops metrics to measure performance.

Provides technical advice in the development of specifications for
17 | “requests for proposal” pertaining to external services; reviews
submissions and provides recommendations on vendor selection.

12.  Special tasks or other important duties: List other tasks/duties not listed in Sections 1-11
that you perform occasionally as part of your job. If you need more space, attach additional pages.

li. IMPACT AND SCOPE v
A. List services and/or any work products directly generated as a result of the tasks and duties you perform [e.g.,
operating procedures, guidelines, reports, training materials, technical documentation, computer-generated
printouts, etc.]. List the receiver of each of these seryices/w}ork produc_ts.

CPS HR &8 CONSULTING
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POSITION DESCRIPTION QUESTIONNAIRE

B.. How is your work checked in order to discover/eliminate errors?

C. List any formal guidelines, standards, regulations, etc. within which your job must be performed. Are there
conflicting guidelines? How do you resolve such conflicts? Do guidelines change frequently? Please give an
.example.

D. What level of authority does your position have to ensure compliance with guidelines, standards, regulations,
etc.?
For example:
o | can remove a-user from the system if guidelines and regulations are not followed.

E. What corrective action do you take if noncompliance or substandard conditions are detected? ‘What options do
you have? Please give an example,

Hi. DECISION MAKING
A. Describe the kinds of decisions or problems that occur on a regular basis that you:

Approve or resolve on your own:

Refer upward to your supervisor or manager:

* CPS HR & CONSULTING
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POSITION DESCRIPTION QUESTIONNAIRE

IV. CONTACTS
A. Internal contacts: List persons within the orgamzatlon other than your direct superwsor and any direct
subordinates, with whom you have regular contact while performmg the duties of your posmon Briefly describe
the purpose for these contacts and the frequency of their occurrence. ‘

B. External contacts: List any contacts you regularly make with persons who are external to the organization while
performing the duties of your position. Describe the purpose of those contacts and the frequency of their

occurrence.

V.  SUPERVISION / DIRECTION

A. Supervision/Direction received: Please select one of the following type and amount of supervision that best
describes the type and amount of supervision that your position receives.

My supervisor frequently checks my job activities.

| work alone on routme or regular work a55|gnments and check with my superwsor on non- routme
assignments or when'in doubt as to the correct procedures to follow.

{ receive occaSIonal supervision while workmg toward a definite objective that requrres use of a wide
range of procedures. | plan, and/or determine specific procedures or equipment required to meet
assigned objectlves and | solve non- routme problems. | refer only unusual matters to my supervrsor

| work from broad pohc1es and towards general objectlves | refer specific matters to superior[s] only
when interpretation or clarification of organizational policies is necessary.

O D o oo

1 work from general directives or broadly defined missions of the organization.

B. From whom do you receive work assignments?

S
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- POSITION DESCRIPTION QUESTIONNAIRE

Name ) Title

Name : Title

C. Do youdirectly sbupervise employees [including signature authority for conducting performance evaluations,
' recommending and implementing disciplinary action, and approvging requests for leave]?

YES NO

D. Do you perform “lead worker” duties, such as the assignment and monitoring of work, scheduling of work and/or
training of employees? :

YES NO

E. List the employees you directly supervise or lead [include name, classification and status]. If you supervise or lead
more than five employees, you may list only the job titles and number of people supervised:

STATUS FTE = Full-time employee
PT = Part-time/Intermittent employee
TEMP = Temporary or Contract employee _

F. What type of supervision/lead do you provide? Please select all of the superwsory/lead duties you perform the
level of your authority, and mdlcate whether you perform thls actlv:ty for employees, non- employees [e.g.
volunteers], or both

Train others

Hire employees

Plan and/or schedule work for others on.

CPS HR 4= CONSULTING
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specnf:c prOJects or on a daily baS|s
[please specify]

Assign or delegate work to others on
specific projects or on a daily basis
[please specify]

Monitor work of others on.specific
projects or on a daily basis [please
specify] .

Approve overtime and/or leave

Evaluate performance

Other

VI. KNOWLEDGE / SKILLS / ABILITIES

A. Summarize the types of knowledge, skills and abilities your job requires. [For example, if you were recruiting to
fill jobs identical to yours, what knowledge, skills and abilities would you expect a job applicant to have to be
competent on the first day on the job?]

Knowledge of:

Skill in:

Ability to:

B. Education / work experience: Describe any education and/or previous work experience 1 required to perform your
job. [For example, what type of background would you expect a successful job applicant to have?]

CPS HR @& CONSULTING




POSITION DESCRIPTION QUESTIONNAIRE

C. What licenses, registr_ations; or certificates are regui'_r'ed‘by yo'ur‘job?

~ VILDo any other employees perform duties identical to yours? If so, list their names and titles.

CPS HR == CONSULTING




POSITION DESCRIPTION QUESTIONNAIRE

Reminder: after you have completed this questionndire, please save i’his document and email it to
your immediate supervisor for his/her review no later than Friday, January 10, 2014.

Vil. EMPLOYEE STATEMENT CONCLUSION

If there are other aspects of your job not covered in this questionnaire that are important in understanding your job
content please describe below.

Incurbent’s Name R Work Phone #

Date:

Thank you for your cooperation and time spent completing this questionnaire.

CPS HR =8 CONSULTING
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POSITION DESCRIPTION QUESTIONNAIRE

IMMEDIATE SUPERVISOR’S STATEMENT

Review this employee’s questionnaire carefully to see that it is accurate and complete. Then fill out Items 1-3 below.. Do
not fill in these items unless you supervise the employee directly. Your responses below mean that you accept
responsibility for the accuracy and completeness with which the entire questionnaire describes the duties and
responsibility of the job. If the Employee’s Statement does not express your view of the duties, responsibilities and
essential functions that you have assigned the employee, please clarify or elaborate below. - There are two essential
cautions you should observe: o " ' : o

= "Under no circumstances should you change or alter the employee’s entries, percentages of time,vor other
information in this form. All comments or content changes by the supervisor should be placed in this séction

only.

- = Do not make any statements or comments about the employee’s work performance, competence or
qualifications. This questionnaire will be used to evaluate the duties expected of the position, not the
performance or qualifications of the employee. .

“After you have reviewed this questionnaire and completed this page, please save this document and email it to your -

immediate manager for his/her review no later than Friday, January 17, 2014. Since you will not be able to sign this
document it is critical that you check the appropriate boxes and provide comments as appropriate to confirm that you

have reviewed it.

1. Does the description of the job as given by the employee accurately reflect the tasks, duties and responsibilities
that are actually required of this position? .

__YES NO

If not, please clarify. .

2. Do you agree with the other information given by the employee?

YES NO

If not, please clarify.

3. What additional information should be considered in evaluating the appropriate classification for this position?

Supervisor's Name and Title : Work Phone #

Date:

‘CPS HR &5 CONSULTING
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POSITION DESCRIPTION QUESTIONNAIRE

MANAGEMENT REVIEW

Please review the instructions for the Immediate Supervisor on the previous page.

There are two essential cautions you should observe:
& Under no circumstances should you change or alter the employee’s entries, percentages of time, or
~ other information in this form. All comments or content changes by management should be placed in
this section only. ‘

Do not make any statements or comments about the employee’s work performance, competence or
qualifications. This questionnaire will be used to evaluate the duties that constitute the pgsition, not
the performance or qualifications of the emplovee..

After you have reviewed this questionnaire and completed this page, please save this document and email it to .

CPS HR Consulting at arodriguez@cpshr.us no later than Fﬁday, January 24, 2014 Since you will not be able to
sign this document, it is critical that you check the appropriate box and provide comments as.appropriate to
- confirm that you have reviewed it. . '

Do you agree with the other information given by the employee and/or immediate supervisor?

__YES NO

f not, please clarify:

Manager’s Name and Title ' Work Phone #

Date;

CPS HR &% CONSULTING
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GEOGRAPHIC INFORMATION SYSTEMS ANALYST |

GEOGRAPHIC INFORMATION SYSTEMS ANALYST ]

DEFINITION

Class specifications are intended to present a descr/pt/ve Jist of the range of duties performed by employees
in this classification. Specifications are not intended to reflect all duties performed within the job. '

organizing and maintaining the
re and software); generates and
der to support a variety of County
ares data, analysis, maps, and

Performs professional duties related to planning, customizing
geographic information system (databases and associated h;
analyzes spatial data and provides input/recommendation;
prOJects produces a wide varlety of reports and ma|

" This is the entry-level class in the Giz'.»\
in this class are d|stmguxshed from t

This is the Journey-Fé ol
Posrtlons in this class re di

that the Geographic Information System Analyst series
professi ssigr al/analytical responsibilities where the primary duties include
f% ﬁ the planning, design, and/or organization of GIS databases,

§

~ describes positions w%éw_
the analysis of spatial d&ié
software, and hardware.

This class series is distinguished from the Information Technology Analyst class series in that

incumbents in the Information Technology Analyst class series perform-a variety of professional,
technical and analytical duties in the operation of enterprise, client/server and desktop computer
systems and networks. The duties include work in the areas of user and systems requirements and
analysis, applications development and maintenance, computer systems support, network design
and maintenance, and data/database analysis/fadministration, while incumbents in this series
perform specific, analytical GIS functions more than 50% of the time.

Geographic Information System Analyst | o
__Geographic Information System Analyst Il
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Page 2

SUPERVISION RECEIVED AND EXERCISED

Geographic Information System Analyst |

Incumbents work initially under immediate supervision from an assigned supervisor while learning
job tasks, progressing to general supervision as the procedures and processes of the assigned

areas of responsibilites are learned. Incumbents may exercise technical and functional
supervision over technical and/or para-professional staff.

Geographic Information System Analyst Il

Incumbents at this level work under direction from an a33|gned supervisor, receiving occasional
supervision while working toward a definite objective that requires use of a wide range of

“procedures and involves planning and/or determining specific procedures or equipment required in
order to meet assigned objectives and solve non-routine problems. Only unusual matters are
referred to a supervisor. Incumbents may exercise functional or direct supervision over technical
and/or para-professional staff. Incumbents may exercise functional supervision over other
professional staff on a project basis.

EXAMPLES OF DUTIES ~ Duties ‘m\ay'incmd‘e,‘ but are not limited ro, the following

Duties may include, but are not limited to, the following. Incumbents assigned to the Ge’ographio’ '
Information System Analyst | classification initially perform the following duties in a Iearnlng and/or
on-the-Job training capacity.

1. Conducts complex spatial/surface analysrs using a variety of GIS software tools; utilizes
multiple databases and GIS software to perform spatial analysis for special prOJects
‘working with a team of users, from the County and other organizations, involving a major
policy area or concern.

"2. Analyzes GIS needs of assigned department and implements GIS projects and
applications, databases, and related products for County departments and outside
agencies; prepares and coordinates project scopes, procedure row charts, and schedules

with customers and programmers.

3. Performs GIS database management and administration tasks; troubleshoots and resolves
database problems; monitors and tunes database appllcatlons verifies the integrity of data
within the database. :

4, Designs and modifies database structures tables, and files.
5. Burlds and mamtams web based applroatlons for the County internal and external websites.

6. Interacts with clients to determlne their busmess requirements and writes computer
programs and/or scrrptlng in order to automate GIS processes.

7. Troubleshoots hardware and software problems; provrdes or recommends appropnate
solutions and keeps current on the latest computer hardware and software available.

Geographic Information System Analyst]
Geographic Information System Analyst Il -
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8. Evaluates operations and makes strategic recommendations about the GIS program
direction and GIS project priorities. Develops operating standards and procedures

9. Creates and edits geospatial data, using GPS and digitizing techniques; creates and edits
‘maps, integrating a range of data formats, and using state-of-the-art technology.

10. Attends training meetings to enhance knowledge of GlS system use; applies and
documents new techniques as they are implemented.

11. Provides after hours technology support as assigned.
12. Provides technical and fuhctional supervision of contractors/vendors
13. Performs related duties as assigned.

MINIMUM QUALIFICATIONS

Geographic Information Syetems AnaIySt 1

| Knowledge Of:

B Automated drafting and mapping tools and programs including ESRI-baS__ed'GIS_ software
and its applications, and related programming languages

Principles and practices of geographic information systems and cartography,

Principles of algebra, geometry and trigonometry related to the computatlon of distances,
angles, and areas.

Relational database management systems and principles
Data maintenance and conversion techniques
Basic GIS analysie techniques |
A variety of information fechnology issues
- Principles and techniques of software and systems quality assurance and control
Principles and practicesv of technical problem solving o o

Structured analysis and database concepts.

Principles and practices of effective customer service.

B Principles and practices of record keeping.

Modern office procedures, methods and equipment.
Ability to:

B Perform complex analyﬁcal tabular and spatial queries
B Learnto mtegrate disparate spatial and tabular databases

B Gather and evaluate information in order to reason Ioglcally, draw vahd conclusrons take
appropnate actloand/omakeapproprrate o

Geogrhrc nformatlon System Analyst | } .
Geographic Information System Analyst II : : : o } . =
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B Effectively manage multiple projects and priorities.

B Learn to research, design, implement and maintain GIS databases and related hardware
- and software technology solutions, including new technology, in order to improve County
processes or services.

B Communicate technical information to a wide variety of users. -
Learn, interpret and explain pertinent County and Department policies and procedures.

Recognize that changes made on a local level can affect services and equnpment at the
system wide level and take approprlate precautlons

E Plan, organize, prioritize and process work to ensure that deadlines are met.

B Learn to generate and analyze spatial data and provide input/recommendations:in order to
support a variety of County projects.

B [Interpret and apply technical information pertamlng to computer and network systems.

Adapt quickly to changes in policies, procedures, assignments and work locations.

8 Communicate effectively, both orally and in writing.

Establish and maintain effective working relatlonships with those encountered during the
course of the work. :

Learn to prepare and maintain documentation for procedures, processes, and tables
related to area of assignment. .

Experience and Training

Any combination of experience and training that would provide the required knowledge and
abilities is qualifying. A typical way to obtain the required knowledge and abilities would be:

Training

Equlvalent to a Bachelor’s degree from an accredited college or university with major coursework
in geographic information systems, planning, cartography, geography, civil engineering or a closely
related field. Additional relevant technical experience that demonstrates the ability to perform
analytical duties may substitute for the required education on a year for year basis. Possession of
one or more approved geographic information system or other relevant ‘certificates and/or
completion of other approved technology-related tralnmg may substitute for some or all of the

reqwred education.

Experlence

No experience is required. Some professional GIS experience is desirable.
License or Certificatev

o May need to possess a valid dnvers license as required by the position. Proof of adequate
vehicle insurance and medical clearance may also be requlred

raphiclnformation System Analys’tl T
Geographic Information System Analyst iI-
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e Depending upon assrgnment demonstrated technical competency and/or certification .
pertaining to the information technology used by the appointing department may be
required. ’ o _

Geographic Information Systems Analyst Il

. Knowledge Of

Automated drafting and mapping tools and programs including AutoCAD software, ESRI-
based GIS software and its applications, and related programming languages o

B Principles and practices of geographic information systems, cartography, and engineering
drafting including map projections and scales

B Principles of algebra, geometry and trigonometry related to the computation of distances,
angles, and areas.

Complex relational database management systems and principles

Data maintenance and conversion techniques |

GIS analysis techniques

A variety of information technology issues

Principles and techniques of software and systems quality assurance and control

E B B E H

Principles and practices of technical problem solving

Structured analysis and database concepts.

B Principles and practices of effective customer service.
B Principles and practices of record keeping.

Modern office procedures, methods and eduipment.

_Ability to ‘
B Perform complex analytical tabular and spatial queries and analysis |
B Integrate complex disparate spatial and tabular databases

Identify and interpret technical and numerical information.

B Gather and evaluate information in order to reason logically, draw valid conclusions,
-identify solutions to problems, take appropriate actions and/or make appropriate
~ recommendations. :

| Effeotlvely manage multiple projects and priorities. | k o ‘ o

Research design, implement and maintain GIS databases and related hardware and
- software technology solutions, mcludmg new technology, in order to improve County
processes or services. : :

- B Communicate technical information to a wide vanety of users.
B Interpret and explain pertinent County and Department pohcres and procedures

GeographrcInformatlonSystem Analystl ' ; _
Geographic Information System Analyst i , A A o o =
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B Plan, organize, prioritize and coordinate work for self and others to ensure that deadlines
are met.

B Generate and analyze complex spatial data and provide mput/recommendatlons in order to
support a variety of County prOJects

Work independently and as a cooperative, contributing member of a team.
Communlcate effectively, both orally and in writing.

Establish and maintain effective working relationships with those encountered during the
course of the work.

B . Prepare and maintain documentation for procedures, processes, and tables related to area
of assignment.

Experience and Training

Any combination of experience and tralmng that would provide the required knowledge and
“abilities is qualifying. A typical way to obtain the required knowledge and abilities would be:

Training:

Equivalent to completion of a Bachelor's degree from an accredited college or university with major
coursework in geographic information systems, planning, cartography, geography, civil engineering
“or a closely related field. Additional relevant technical experience that demonstrates the ability to
perform analytical duties may substitute for the required education on a year for year basis.
Possession of one or more approved geographic information system or other relevant certificates
and/or completion of other approved technology—related training may substitute for some or all of
the required educatlon

Experience:

Two years of professional level experience comparable to Geographic Information System Analyst . 7
I with Placer County. '

License or Certificate:

° May need to possess a valid driver’s license as required by the position. Proof of édequate
vehicle insurance and medical clearance may also be required. _ \

PHYSICAL. REQUIREMENTS

Mobility — frequent sitting for extended periods; frequent walking and twnstlng, occasional stooping *
and standing. Lifting — occasional lifting and carrying up to 35 pounds.  Vision — constant use of
good ‘overall vision for reading/close up work; frequent use of color perception and eye/hand
coordination; occasional use of depth perception and ' peripheral vision. Dexterity — frequent
repetitive motion from writing and using a computer keyboard; frequent use of finger dexterity,
frequent grasping and holding; occasional reaching. Hearing/T alkmq frequent hearmg/talkmg to
others on the telephone and in person

GeographlclnformatlonSystem Analyst I -
Geographic Information System Analyst ||
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WORKING CONDITIONS

Work is typically performed in an indoor office environment with moderate noise levels, controlled
temperature conditions and no direct exposure to hazardous physical substances. “Work
environments may occasionally involve working around machinery with.moving parts or stationery

equipment.

Geographic Information System Analyst!
- Geographic Information System Analyst Il
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' GEOGRAPHIC INFORMATION SYSTEMS TECHNICIAN Il |

DEFINITION

- Class speczf/cat/ons are lntended to present a descriptive list of the range of duties performed by employees
in this cIass:ffcatlon Specifications are not intended to reflect all dutzes performed within the job.

.Performs a variety of technfical duties in support of -the Countys‘ Geographlcal lnformatlon System
. and its users. Creates and maintains maps and other geographlc source data in both spatial and
_tabular form, for use’ by .County departments and- other “public agencies, consultants, and
contractors; provades technical support to county staff-including troubleshooting and - software
installation; creates and maintains assigned aspects of the Geographlc lnformatlon System (GIS)

database generates maps and reports.

DISTINGUISHING CHARACTERISTICS '

Geographic lnformatlon System Techmclan 1

This is the entry-level class in- the Geographlc lnformatlon System (GIS) Technician series.
Positions in this class are distinguished from the Geographic Information System (GIS) Technician
11 by the performance of the more routine tasks and duties assighed to positions within this series.
Incumbents. are not expected to perform W|th the level of mdependence as posutlons at the journey

* level.
Geographlc Informatuon System Technlclan II

This is the Journey-level class in the Geographic lnformatlon System (GlS) Techmcnan series.
-~ Positions in this class are dlstmgunshed from Geographic Information System (GIS) Technician | by
: '|ndependently workmg on Iarger more complex aSSIgnments and performing the full range of

- duties.

: Posmons in thls class are flelely staffed and are normally fi f“ lled by advancement from the entry
level. '

. This class is dlstmgwshed from- the Geographlc Information Systems ‘Analyst class series in that
the incumbents in the Geographic Information Systems Analyst series perform professional level
work in the creatlon and manipulation of databases and the analysns and appllcatlon of spatial

data

This class is distinguished from the Informatlon Technology Technician class series in that '
incumbents in the Information. Technology Technician series perform technical and skilled duties in

the operatlon of enterpnse client/server and desktop computer: systems and networks while
mcumbents in IhlS senes perform specnflc technlcal GIS functions more than 50% of the time.

. Geograp ic Information Sy
Geographlc lnformatlon System Technician ll
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: SUPERVISION RECEIVED AND EXERCISED

Geographlc Informatlon System Technician |

; Incumbents work initially under immedrate supervrsron from an assrgned supervisor while learning
. Job tasks, progressing to ‘general supervision as the’ procedures and processes of .the assrgned

areas of responsibilities are learned.

Geographic Information System Technlclan 1]

~ Incumbents at this level work under direction from an assigned supervisor, receiving occasmnal
.supervision while working toward a definite objective that requires use of @ wide range of
procedures and involves planning and/or determining specific procedures or equipment required in
order to meet assrgned objectives and solve non-routine problems. Only unusual matters are
referred to a supervisor. Incumbents may exercise functional supervision over less experienced

staff.
EXAMPLES OF DUTIES lutres may mclude, but are not limited to, the followlng

Duties may mclude but are not limited to, the following. Incumbents assrgned to the Geographic
- Information System Technician | classification initially perform the following dutres in a learning

“and/or on-the-job trarnmg capacity.

1 Processes, prepares, and drgitrzes maps and other data and enters information into the
- GIS application; creates, maintains, and assists with the documentation of GIS spatial
layers. Maintains and updates tabular data wrthm ‘the GIS, for purposes specific to

assigned department.
2. Us’és a variety of tools to perform basic spatial and tabular queries.

Develops updates and publlshes maps at various scales and for various purposes :
rncludrng utility, zoning, reference,. topographrc political boundary, property and/or parcel
‘maps to ensure that maps are current. _

w

AssiSts customers with GIS related questions and inthe use of online'GlS applications

>

Researches and/or interprets legal descriptions; searches recorded deeds and surveys to
determine correct locations arid descrlptlons of propertres and ensure accurate boundaries

" and other detalls within the County s GIS.

o

Provides flrst~level technlcal support to GIS users and customers

7. Provrdes mformal one-on one trainlng pertalnlng to the use of applrcatlons andlor systems
for users '

8. Performs routlne backups installations, upgrades and/or other hardware/software support
activities. .

Gecgrap fc Information Sy:
Geographlc Information System Techniman i
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9. Coordlnates with other County departinents, as well as various State and District agencies
_that utilize the County GIS and/or provide mapplng related data in order to ensure the GIS -
dlgltlzed data is accurate and up to date. ‘

10. Provrdes after hours technology support as assigned.' '

" 11. Provides technical and functional supervistoni of contractors/vendors
- 12, Performs_ brelated duties as assigned. A | |
' MINIWUM QUALIFICATIONS .
Geographtc lnformatlon Systems Technlclan |

Knowledge Of

Automated draftin’g and mapping tiools‘and programs.

Basnc GIS concepts :

Principles of algebra, geometry and trrgonometry related to the computatlon of dlstances
angles, and areas. o

B Data maintenance and conversron techmques
Principles and technrques of software and systems quality assurance and control -

Prlnmples and practices of technical problem solving
B Principles and practices of effective customer service. .
# Principles and practices-of record keeping. )

] Modernoffice procedures, methods and equipment,

B Personal computer operating systems.. .
@. Principles and practices of effective customer service.

Ability to:

Vlsualize spatial relationships

ldentlfy and lnterpret technlcal and numerlcal lnformatron

B Prioritize: multlple tasks and complete work assignments in a tlmely manner

Establrsh and malntam effective working relatlonshlps with co—workers, the publrc and
others encountered i in the course of work.

learn to use various GIS related software in order to Iocate |nput and adjust spatial and

] . tabular data

# lLearn to utlllze edltlng and mappmg tools wrth ArcGlS in order to prepare maps accurately
delineating feature locations and boundaries.

Geographrc Information System Technician |
Geographrc Information System Technlclan il
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Perform mathematlcal computattons and estimates.

Read and mterpret surveys legal descnptlons maps, and aenal photographs .
Interpret, apply, and explam apphcable policies, procedures Iaws and regulations
Malntam accurate records of work performed -

Experience and Training

. Any combination of expertence and training that would provide the required knowledge and
abilities is qualifying. A typical way to-obtain the required knowl_edge and abilities wouid be:

Training

Equivalent to the completion of an Associate’s degree with major coursework in geographic

information systems, cartography, geography, drafting, civil engineering or a related field. -

Technical experience involving the use of geographic information systems may substitute for the

required education on a.year for year basis. Possession of an approved geographic information

systems or other relevant technical certificate, or completion of other approved technical training
- course may subst|tute for all or part of the above required education.

Experience
" One year full-time technical experience entertng data using\a Geographic Information System.
License or Certificate - | |

" e May need to possess a valid driver's license as required by the position. Proof of adequate
vehicle'insurance and medical clearance may also-be required. 4
o Depending upon assignment, demonstrated technical competency and/or certification
_pertaining to the mformatlon technology used by the appomtmg department may be
_required. o ,

Geographic lnformation SystemTechnician (|
Knowledge Of

-Automated drafting ‘and mapping tools and programs including AutoCAD software, ESRI-
based GIS software and rts apphcataons (ARC/INFO ArcV|ew,etc)

B tGIS concepts

Principles of algebra geometry and tngcnometry re[ated to the computatuon of dlstances,
angles, and areas.

B Data maintenance and conversion techmques

Relevant statutes, ordinances, codes, rules and procedures related to mappmg, mcludmg
zoning, special districts, and/or election precmct mappmg :

. B Principles and practices of techmcalproblem solvmg

g
Geographlc Information System Technician I
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Principles and practlces of effective customer servrce." o
Prmcrples and practlces of record Keeping.
B Modern office procedures, methods and equrpme‘nt.
.. B _Personal computer operating systems.

Ability to:

Vrsualrze spatial relatlonshrps ,
Pnontrze multiple tasks and complete \ work asmgnments ina tlmely manner..

- ,Establrsh and - maintain effectlve workmg relatronshlps ‘with co—workers the public, and
others encountered in thé course of work. :

Competently use and adapt to various GIS related software and computer apphcatrons in
_order to locate, input, and adjust spatial and tabular data ' . ‘

B Utilize edntmg and- mapplng tools with ArcGIS in order to prepare maps accurately
delineating feature locations and boundaries. _

@ |dentify and interpret technical and numerical information.

Perform mathematical computatrons and estimates. ,

| Read and interpret surveys, legal descrrptlons maps, and aerial photographs

B Interpret, apply, and explain applicable polrcres procedures, laws and regulations. - '
Malntam accurate records of work performed ' -

data from different sources in order to prepare maps:
Communrcate clearly and concrsely with others, both orally and in wntmg

- Experrence and Trainmg

-Any. combination of experience and training that would provide the required knowledge and
abilities is qualifying. A typical way to obtain the requlred knowledge ; and abilities would be

’ Tralnlng

: Equnvalent to the completlon of an Assocrate s degree with major coursework in geographrc
information systems cartography, geography, drafting, civil engineering or a related field.

" Technical experience involving the use of geographical information systems may substitute for the

required education on a year for year basis, Possession of an approved geographic information
systems or other relevant technical certificate, or completion of other approved technlcal trammg
course ‘may substitute for all or part of the above requlred education.

Experience

Geographlc Information System Techn
Geographic Information System Technician 1l

lndependently research sources of geographic spatial and tabular data for GIS usage ‘
through. the use of the internet and other sources; collect, mterpret convert and mtegrate

[t



Y

Placer County ' ' ‘ ~
Geographic Information System Technrcran l
Geographro Informatron System Technlcran 1l

Page 6

One year of professmnal level experrence comparable to Geographlc | nformatron System
Technrcran | with Placer County .

Llcense or Certrflcate

* , -Maynheedto possess a valid drrver’s license as reqwred by the posmon Proof of adequate
vehlcle rnsurance and medrcal clearance may also be reqwred

PHYSICAL AND MENTAL ‘REQUIREMENTS

Mobrllty - frequent sitting for extended perlods frequent walkmg and twisting; occasional stooplng i

and- standing. Lifting — occasional lifting and carrying up to-35 pounds Vision — constant use of

good overall vision for reading/close up work; frequent use of color perceptlon and eye/hand

coordination; occasional use of depth perception and peripheral _vision. Dexterity ~ frequent

repetitive motion.from writing and using a computer keyboard, frequent use of finger dexterity,

'frequent grasping and holding; occasional reachlng Hearrng/T alkrng - frequent hearrng/talkmg to
- others on the telephone and in person.

WORKING CONDITIONS

Work is typically performed in an indoor office environment with moderate noise Ievels controlled
temperature conditions- and no direct exposure to hazardous ‘physical substances. Work
environments may occasronally mvolve working around machinery with movrng parts or statronery

equrpment

ographlc Information System Technician|l .
Geographic Information System Technician Il
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DEFINITION

Class specifications are intended to present a descriptive list of the range of duties performed by employees
in thls classification. Specifications are not intended to reflect all dut/es pe/formed within the job.

Performs professnonal duties related to the analysis, developyie .~ maintenance and ad}ministr‘ativon

“of computer hardware and software systems to meet bu needs. Incumbents may perform
i dministers servers and related

rk and/or telecommunications

and analyze busmess functions that can be i
and/or software solutions; translates busines: ni
the development of design specifications; pe \rofesswpal -level s"" o0
customer support dutles and performs other relate afies «f-'s’s:gned :

% \%ﬁfl bf/ the performance of less than

p il ghrfology Analyst series. Positions in this class
Adlyst | by the performance of the full range of

A éﬁ"ney-

This is tf
Q ‘.gshed from Iﬁ% i

2

are distin
duties.

Positions in this, ! 5 DIV gﬁd are normally filled by advancement from the entry
level. E :

yst | and Information Technology Analyst Il classifications are
- distinguished  from" the tion Specialist classification series in that the Information
Technology Analyst series cribes positions with professional/analytical responsibilities where
the primary duties include the analysis of business and/or system needs, the evaluation of current
systems, and the design of solutions to meet the identified business or system needs, including
work which emphasizes business systems analysis and the development of technology solutions
to resolve application problems or improve efficiency; network/telecommunications systems
analysis, design, and administration; system analysis, design, and administration, and/or database
analysis, = design, and administration. In contrast, the Information Technology Specialist
classification describes positions with responsibility for providing a broad range of routine and
complex duties in support of specialized systems, including user support, system troubleshooting,
review of business processes and communication of user requirements/problems to a vendor or

The Information Techre

Infoo Analystill
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statewide system which then architects and develops the techmcal solution, implementation of
system upgrades or modifications, and user training.

SUPERVISION RECEIVED AND EXERCISED
Information Technology Analyst |

Incumbents work initially under |mmed|ate supervision from an aSS|gned supervisor while learning
job tasks, progressing to general supervision as the procedures and processes of the assigned
areas of responsibilities are learned. Incumbents may also receive technical and functional
supervision from a Senior Information Technology Analyst. Incumbents may provide technlcal and
functlonal supervision over technical and/or para-professional staff.

Information Technology Analyst .

Incumbents at this level work under direction from an assigned supervisor, receiving occasional
supervision while working toward a definite objective that requires use of a wide range of
procedures and involves planning and/or determining specific procedures or equipment required in
order to meet assigned objectives and solve non-routine problems. Only unusual matters are
referred to a supervisor. Incumbents may also receive technical and functional supervision from a
Senior Information Technology Analyst. Incumbents may provide direct supervision over technical
and/or specialist level staff. Incumbents may exercise technical or functional supervision over

other professional staff on a project basis.

EXAMPLES OF DUTIES ~ Duties may include, but are not limited to, the following

Duties may include, but are not limited to, the following. Incumbents assigned to the Information
Technology Analyst | classification mltlally perform the following duties in a learning and/or on-the-

job training capacrty

1. Evaluates customer technical needs and recommends solutions; . plans, determines
requirements, designs, builds, customizes, tests, implements, maintains and/or enhances a
variety of hardware and software systems, integrating County network infrastructure and/or
other systems; cons;ders protocols, acceptable system security risk, and other related

elements.

2. Provides professional customer support for system-related software and/or hardware
issues, needs, or requirements. Interacts with clients to analyze system requirements;
recommends technology solutions to improve operations.

3. Determines and develops cost beneflt analyses related to recommended technical
solutions; evaluates risk options; ensures project compliance with County procedures or
protocols, budgetary constraints and staff/resource utilization. _

4. Is responsible for the coordination and completion of projects that are limited in scope
and/or specific to area of assignment; develops and monitors project budgets and
~resources; interfaces with clients to define project scope and review project activities,
recommendaﬂons and outcomes; coordinates the use of pro;ect resources based on

Informatlonechnology Analystl R
. Information Technology Analyst Ii
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9.

project - requirements; designs and implements pro;ect testing and quality assurance
processes. PrOJect-related duties may include:

-~ a. determining and developing  cost benefit analyses -for project justifications;
developing - projected budgets and resources needed to conduct the work;

~ evaluating risk concerns and options; providing technical input into the development

of specifications for ‘requests for proposals’ pertaining to- external services;
réviewing vendor submissions and providing recommendations on vendor selection;

b. monitoring vendor performance. to ensure compliancé with Ccunty specificatio'ns;
ensuring project compliance with County procedures or protocols, budgetary
constraints and staff/resource utilization; , o

c. serving as the primary client interface - on assigned projects; reviewing
recommendations with .clients and receiving approval to proceed; reviewing final
outcomes with the client and obtaining their sign off that all work has been
conducted in accordance with client reqwrements ‘

d. coordinating the actlvrt|es of contract personnel and/or vendors consustent with
project plans; identifies and resolves obstacles to progress. :

_e. designing and directing - project testlng and quality assurance processes for
-aSS|gned projects

Coordinates information technology activities of County depaﬁment(s), division staff, and/or
vendors consistent with project plans; identifies and resolves obstacles to progress,
prepares for and manages dehvery and mstallatlon : ‘

Prepares technical documentations, procedural plans reports, correspondence and other
documents; participates on committees and task forces; attends meetlngs conferences
and training sessions.

Builds and maintains positive and professional working relationships with co-workers, other
County employees, vendors, and the publlc usmg principles of good customer service.

Exercises technical or functlonal supervision over technlcal and/or para- professmnal staff.
Exercises functlonal supervision over other professional staff on a project basis.

Provides technical and functlonal supervision ,of contractorsivendors.

10. Provides after hours technology support as assigned.

11. Performs other related duties as assigned.

Functlonal Assngnment Areas

(Whlle the majorlty of duties aSSIgned to a position typically fall within one of the foIIowmg areas,
incumbents may also be assigned duties that cross multiple areas)

Information Technology Analyst II -
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When assigned to Business Systems AnaIySISIAppllcatlon Development (In addition to general
.duties) dutles may include but are not limited to:

12. Interacts with clients to analyze their business requirements and recommends technology
solutions; identifies and maps business processes; gathers user requirements.

13. Wntes appllcatlon and/or system design specifications, designs application and/or system
flow diagrams, schematics, file structures, reports, forms and menus; prepares a deflnltlon
of the problem, the desired output, and performance reqwrements

14, Coordinates design, development and implementation processes with system
programmers, network analysts, database administrators, and server administrators to
implement new or modified application software.

15. Designs, develops and maintains websites, including the design of website navigation and -
application frameworks and creates database connections.

16. Performs various system quality assurance activities; tests, troubleshoots and debugs
system issues using appropriate technology; prepares and executes testing plans to
validate functionality and resolve issues.

17. Serves as main client interface on all aspects of application development projects. For
third party software, coordinates project activities with vendors; maintains effective
communications with users regarding vendor activities, problems, status, timelines and
other details; ensures compliance with County specifications and drives resolutlon of
identified software bugs and deficiencies.

18. Writes, revises, and maintains computer programs based on established specnflcatlons
usmg various computer Ianguages and/or database platforms

19. Conducts training pertaining to the use of new applications or systems for users and/or
- other information technology staff.

20. Provides professional systems support to users of particular applications.

When assigned to Database Architecture/Administration (In addition to general duties) duties
may include but are not limited to:

21. Performs databa_se management and administration tasks; troubleshoots and resolves
database problems; monitors and tunes database applications; verifies the integrity of data
within the database.

22. Ensures maximum database availability and database protection, monitors and administers
database security. Creates and tests database backups; performs backup and recovery

tasks.

23. Designs and modlﬂes database structures, tables and flles implements design usmg
estabhshed techniques.

lformat Thology yst
Information Technology Analyst Il
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24.

25.

Performs database queries and data analysis’ processes. Installs, configures, and
administers database related reporting tools or Web - software requlred for County

applications.

-Develops and maintains standards, procedures, and methodologies for effective operation,

access and data integrity of County database systems

When assigned to SystemIServerIPlatform Analysis and Administration (In addition to general
duties) duties may mclude but are not limited to:

26.

Builds, installs, configures, malntalns and administers server platforms and operating

- system components for mainframe, microcomputer and/or client server systems.

27.

28.

29.

Maintains telephone servers; call manager, voicemail, call center, and paging systems.

DeS|gns and administers active directory, exchange, e-mail, backup and related systems
Adds users, computers and servers to active directory domain.

Assists with the development and mtegrat|on of new tools for compliance with busmess unit

reqwrements

30.

31,

32.
, restora’non procedures

33,

Performs system admmlstratlon installing, updating, malntalnlng and adm|n|ster|ng various
operating systems on various platforms, maintains the integrity of network structures and
support routines, provides system administration services.

Obtains new and upgraded systems from vendors and utilizes tools; tests and installs
critical upgrades and security patches; serves as main client interface on all aspects of

_projects; reviews recommendations with clients and receives approval to proceed; reviews

final outcomes with clients to obtain sign off that all work has been conducted in
accordance with client requlrements

Tests and installs crltlcal upgrades and security patches develops and tests backup and

DeS|gns administers and makes prov13|ons for storage area network (SAN); monltors ;
performance and utilization of SAN.

When as3|gned to. Network and Telecommumcatlons AnalyslsIAdmmlstratlon (In addition to
general duties) duties may include but are not limited to:

34.

Admlnlsters a departmental Local Area Network (LAN); monitors and adds users; installs
and configures software; coordinates connectlvrty with the County Wide Area Network

(WAN).

35. Designs, conflgures and mstalls network mfrastructure mcludlng W|reless equ|pment hubs,

sw1tches cabling, servers, and peripherals.

36. Investigates, analyzes and resolves server, telecommunications and/or - network problems

troubleshoots fallures |mplements solutlons . _ ’

Informatlon Technology Analystl
Information Technology Analyst 1l
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-37. Evaluates and implements network upgrades; tests hardware and software to ensure
optimal functionality.

38. Designs, implements and maintains telecommunications systems, including, but not limited
to, the 911 PSAP system infrastructure, PBX & VOIP based telephone systems, radio
network, and the audio/video systems for County departments

39. Analyzes business needs and prepares design specmcatrons recommendations, and
solutlons for telecommunications technology.

40. Designs, installs, supports and maintains call center solutions.

41. Develops, designs, maintains, and installs remote radio sites as part of a standards based
P25 digital trunking radio network. Recommends solutions for specialized and unlque signal
- transmrsslons used at remote sites.

42. Provides custom PLC database and software programmlng to meet the needs of
telemetry end users.

43. Prepares and programs computerized telecommunications customer databases.

44, Assusts in"the development, and admmlstratron of the Countys dlgltal multi-site, multi-
agency radio system.

45. Conducts tralnlng pertammg to the use of end user telephony hardware and software
- 486. Mamtams telephone servers, CaII manager; v0|cema|I call center and pagmg systems.

47. Performs duties related to ensuring the integrity and security of County networks and all

related components, including human element, physical and virtual servers, domain
“controllers, desktops, laptops, printers and other devices which utilize the County network.

Scans and monitors network activity, filters malicious activity and virus probability; retrieves
data for investigative purposes. Maintains County/Department network and data security
standards and provides recommendations. Performs computer forensics as requested by
County legal department, auditors, or other authorized requests. Conducts research on
latest security threats and uses new security products to help maintain the integrity of the
County’s network. Develops security procedures and prowdes recommendatlons on

security policies.

When assigned to Information Systems Security (In add|t|on to general dutles) dutres may
include but are not limited to:

48. Monitors server network traffic, performance and security; identifies and resolves security
issues; checks server logs to detect intruders; ensures that outside storage for disaster
recovery is adequate; provides recommendations for improved server and/or network
performance and security.

49. Ensures that networks and data systems comply with local, State and Federal
mandates/regulatlons [e g HIPAA] | . |

InformatlonechnoloAnalystl
" Information Technology Analyst Il
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50. Researches, recommends, designs and manages large security infrastructure improvement

51.

projects.

Identifies, analyzes and recommends emerging technologies to improve or enhance Placer

-County's security posture in order to protect the county’s data network and all the systems,

workstations and servers that operate within it from internal and external attacks.

When assrgned to AudloNldeo Systems (In addltlon to general duties) duties may include but are
not limited to: -

52. Analyies clients audio/video (AV/IP) needs and recommends and designs AV/IP solutions

53.

for all AV systems and networks, production suites, media servers, recording systems,
CATV/IMATV networks, vrdeo-teleconferencmg and digital sighage networks and AV
network streaming technologies. :

Manages a variety of AV/IP projects; coordmates resources, procures material,

~ oversees/participates in the installation of the project, tests and commissions the project to

54.

make sure it meets the scope of work details and trains the end users on the system.

Oversees production of and produces county wide and departmental video or photographic
communication projects related ‘to - service, product, or event promotion, training,
announcements, marketing, and other informational communication messages (includes
pre-production, production - location and studio filming, and post-production editing,
graphic design, marketing, and distribution).

MINIMUM QUALIFICATIONS

Information Technology Analyst |

KnoWIedge Of:

General operatlons services, concepts terms and actlvrtles common to a comprehenswe
state-of-the-art information systems program.

Principles, methods and techniques used in designing, developing, testing and
implementing computer hardware and software systems. ‘

Data processing techniques, including the types of hardware and software currently used to
process data with different levels of compleX|ty

Structured analysis and database concepts.

Computer hardware and software systems similar to those being used by the hiring
department. :

Tools and equipment used in testing the functionality of computer applications.

Principles. and practices of troubleshootlng computer hardware, software and network
problems.

Pnncrples and practlces of customer serwce o

Informalon Technology Analyst |
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Methods and technlques of developmg and presenting technlcal documentation and
training materials. _

Principles .and practices of record keeping.
Modern office procedures, methods and equipment.

Ability to:

Gather, analyze and evaluate data and information in order to reason logically, draw valid
conclusions, take appropriate actions and/or make approprlate recommendatlons

Learn to research, design, implement and maintain various hardware and software
technology solutlons mcludmg new technology, in order to |mproved County processes or

services.
Communicate technical information to a wide va'riety of users. _
Learn, interpret and explain pertinent County and Department polieies and procedures.

Recognize that changes made on a local level can affect services and equipment at the
system wide level and take appropriate precautions.

Plan, organize, prioritize and process work to ensure that deadlines are met.

Learn and utilize specialized terminology if needed by the specific assignment.
Interpret and apply technical information pertéining {o computer and network systems.
Adapt quickly to changes in policies, procedureé assignments and work locations.
Communicate effectively, both orally and in writing. ’

Establish and maintain effective working relationships with those encountered during the
course of the work.

Learn to prepare and maintain documentation for procedures, processes, and’ tables

‘related to area of assignment.

Read, comprehend, and retain technical information on computer products and systems.

Provide on-call service du'r"ing off hours, evenings, weekends, and holidays. -

Functional Assignment Areas

-When assigned to Business Systems AnaIySISIAppllcatlon Development (In addition to general
knowledge and abilities) knowledge and abilities may lnclude but are not limited to: ~

- Knowledge of

lnform'ation system development lifecycle and design principles using flowcharting
techniques and prototype development tools.
Basic principles and practices of business operations and work flow analysis

Various programming and scrlptlng Ianguages

Informatlon echno ogy Analys

~ Information Technology Analyst Il -
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N

Ability to v ,
"B Learn to conduct business process and needs analysis and propose technology solutions.

B Leamn to develop information system designs, flow charts report layouts and screen
designs .

B Learn to read and intérpret source code from one the County’'s commonly used
programming languages; develop a working knowledge of new programming languages.

B Troubleshoot and repair a variety of application issues using appropriate program testing
methods and tools.

When assigned to Database Architecture/Administration (In addition to general knowledge and
abilities) knowledge and abilities may include but are not limited to:

Knowledge of

Database architecture & administration
Database design methods and techniques
Techniques for defining logical relationships among data, processes or events

Ability to:

B Troubleshoot database related problerns.
Learn to ensure maximum database availability and that data integrity is maintained.

B Learn to design and modify database structures

When assigned to SystemlServérlPlatform Analysis and Administration (In addition to general
knowledge and abilities) knowledge and abilities may include but are not limited to:

Knowledge of

Server platforms and operatlng system components for mainframe, microcomputer and/or
client server systems

B Techniques and practices used in managing, designing, implementing, maintaining and
operating information processing systems. :

Ability to

B Learn to analyze, build, mstall confrgure malntam and administer server platforms and
operating system components for mainframe, microcomputer.and/or client server systems

B Learn to design and maintain actlve drrectory, -exchange, e-mail, backup and related
systems

When assigned to Network and Telecommunications AnalysislAdministration (In addition td
general knowledge and abilities) knowledge and abilities may include but are not limited to:

Knowledge of

Information Technology Analyst Il o S - o , , =
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N

B General operational characteristics, configuration and set up of local and wide area network
and communication systems, equipment and devices, including telephone and radio

equipment. ‘
- B Networking principals and methodologies

B General operational characteristics, configuration and set up. of communlcahon systems,
equipment and devices

B The functionality of firewalls, switches, routers and perlpherals and how they interact within
the network infrastructure

Ability to _v
Learn to monitor and analyze server and network: performance and security and provide
recommendations for improved server and/or network performance and security

B Learn to plan, design, install and document new network segments and connections.

B Learn to analyze business needs and prepare design specifications, recommendatlons
. and solutions for telecommunications technology. . :

B Learn to design, implement and maintain telecommunication systems and projects. |

When assigned to Information Systems Security (In addition to general knowledge and abilities)
knowledge and abilities may include but are not limited to:

Knowledge of

General operational characteristics, configuration and set up of local and wide area network
and communication systems, equment and devices, including telephone and radio

equipment. :
_ The functionality of firewalls, switches, routers and peripherals and how they mteract within

the network infrastructure
Common lnformatlon security issues, threats vulnerabilities, and attacks

Ability to
B Learn to monitor and analyze server and network performance and security and provide
recommendations for improved server and/or network performance and security

Learn to identify and resolve system performance and securlty issues that risk business
conhnuﬁy

When assigned to Audio/Visual Systems (In addition to general knowledge and abilities)
knowledge and abilities may include but are not ||m|ted to: ‘

' Knowledge of

B Principles, rules, gwdelmes and best practices related to motlon picture, photograpmc and
live/post audio and video production.

Information Technology Analyst|
--Information Technology-Analyst ||
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The. components, design, and setup of audio/visual systems including projection and
displays systems, control systems, and sound reinforcement systems.
B Principles and practices of visual and graphic design, video and photographic editing.
Ability to ) » -
B Learn to analyze the . audio/video needs of county departments and provide

recommendations regarding the necessary audio/video systems and equipment for ongoing
use or for county events. : : : ~

B Ensure audio/video systemé and equipment is properly installed and troubleshoot system
and equipment problems. - ;

Learn to produce a variety of promotional and informational videos and photographs for the
purpose of service, product, or. event promotion; training; marketing; and/or other
informational communication. _

Experience and Training |

Any combination of experience and training that would provide the required knowledge andv
abilities is qualifying. A typical way to obtain the required knowledge and abilities would be:

Training

Equivalent to the completion of a Bachelor’s degree from an accredited college or university with
major coursework in computer science, information technology or a closely related field. Additional
relevant technical experience that demonstrates the ability to perform analytical duties in assigned
technology area may substitute for the required education on a year for year basis. Possession of
“one or more approved information technology certificates and/or completion of other approved
technology-related training may substitute for some or all of the required education..

Experience
- One year of experience with abplications and operations of computers.
License or Certificate
e May need to possess a valid driver’s license as required by the position. Proof of adequate
vehicle insurance and medical clearance may also be required. _
e Depending upon assignment, demonstrated technical competency and/or certification

pertaining to the information technology used by the appointing department may be
required. : v ,

Information Technology Analyst Il
Knowledge Of

B General operations, services, concepts, terms and activities common to a comprehensive,
- state-of-the-art information systems program.- »

Information Technology Analyst!
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Principles, methods and techniques used in designing, developing, testing and
implementing computer hardware and software systems.

Data processing techniques, including the types of hardware and.software currently used to
process. data with different levels of complexity.

Basic project management principles and techniques such as organizing and managmg a
project, developing schedules, identifying critical paths, and breakmg down a project into
individual tasks.

Structured analysis and database concepts.

Computer hardware and software systems similar to those being used by the hiring
department.

| Tools and equipment used in testing the functionality of computer applications.

Principles and pract!ces of troubleshootlng computer hardware, software and network
problems.

Principles and practtces of customer service.

Methods and techmques of developing and presenting technical documentation and
training materials. . .

Principles and practices of record keeping.

‘Modern office procedures, methods and equipment.

Ability to

B EBE BE B B B

Gather, analyze and evaluate data and information in order to reason logically, draw valld
conclusions, take appropriate actions and/or make appropriate recommendations.

Learn to research design, implement and maintain various hardware and software
technology solutions, including new technology, in order to improved County processes or
services.

Communicate technical information to a wide variety of users.
Interpret and explain pertinent County and Department policies and procedures.
Explain the values and limitations of services requested.

Recognize that changes made on a local level can affect services and equnpment at the
system wide level and take appropriate precautions.

Plan, organize, prioritize and process work to ensure that deadlines are met.
Learn and utilize specialized terminology if needed by the specific assignment. -

" Interpret and apply technical information pertaining to computer and network systems.

Adapt quickly to changes in policies, procedures, assignments and work locations.

Communicate effectively, both orally and in writing.

Establish and maintain effective working relationships with those encountered during the
course of the work.

Information Technology Analyst|
- Information Technology Analyst Ii -
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"B Prepare and maintain documentation for procedures, processes and tables related to area
of assignment.

B Read, comprehend, and retain technical information on computer products and systems.

Provide on-call service during off hours; eVenings, weekends, and holidays. _

Functional Assignment Areas

When aésigned to Business Systems Analysis/Application Development (In addition to general
knowledge and abilities) knowledge and abilities may include but are not limited to:

Knowledge of

B Information system development Ilfecycle ‘and desugn principles using flowcharting

techniques and prototype development tools.
B Basic principles and practlces of business operations and work flow analysus

B Various programming and scripting languages.

Ability to -
B Conduct business process and needs analysis and propose technology solutions.
B Develop information éystem designs, flow charts, report layouts and screen designs

B Read. and interpret source code from one the County’s commonly used programming
languages; develop a working knowledge of new programming languages.

B Troubleshoot and repair a variety of application issues using appropriate program testlng
methods and tools.

When assigned to Database Archltecture/Admmlstratlon (In addition to general knowledge and
abilities) knowledge and abllltles may include but are not limited to:

Knowledge of

Database architecture & administration

Database design methods and techniques

Database security methods, procedures and best practices

Technigques for defining Iogicél relationships among data, processes or events |
The operating systems and database software utilized by Placer County ’

Ability to

B Troubleshoot database related problems.
B Ensure maximum database availability and that data integrity is maintained.
B Design and modify database structures

Information Technology Analystl
_Information Technology Analyst Ii
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When assigned to SystémlSewerlPlatform Analysis and Administration (In addition to general
knowledge and abilities) knowledge and abilities may include but are not limited to:.

Knowledge of

B Server platforms and operating system components for mainframe, microcomputer and/or
client server systems ' '

Techniqués and practices used in managing, designing, implementing, maintaining and
operating information processing systems. - - ‘

‘B Inter- application and hardware platform integration.
Ability to | '

®  Analyze, build, install, configure, maintain and administer server platforms and operating
system components. for mainframe, microcomputer and/or client server systems

B Design and maintain-active directory, exchange, e-mail, backup and related systems.

When assigned to Network and Telecommunications Analysis/Administration (In addition to
general knowledge and abilities) knowledge and abilities may include but are not limited to:

Knowledge of

General operational characteristics, configuration and set up of local and wide area netWork
and communication systems, equipment and devices, including telephone and radio

equipment. o
B Networking principals an‘d methodologies
B Antivirus remediation practices.

B The functionality of firewalls, switches, routers and peripherals and how they interact within
the network infrastructure '

Security systemvs and methodologies'for_network and data/voice communications systems.

. B Digital trunking radio systems ' ;
"B SCADA (Supervisory Control and Data Acquisition)/HMI systems and programmin

Ability to o ; B
B Monitor and analyze server and network performance and provide recommendations for
improved server and/or network performance. .

B Plan, design, install and document new network segments and connections.

B Analyze business needs and prepare design specifications, recommendations, - and
solutions for telecommunications technology.

Design, implement and maintain telecommunication éystems and projects.

When assigned to Information Systems Security (In addition toge’nerél knowledge and abilities)
knowledge and abilities may include but are not limited to:

Information Technology Analyst|
Information Technology Analyst I
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Knowledge of

General operational characteristics, configuration and set up of local and wide area network
and communication systems, equipment and devices,

B Network and network security engineering and analysis, mcludlng secunty standards and
technical resolution methodologies. _ v

B Antivirus remedlatton practices.

@ The functionality of firewalls and intrusion preventton systems and how they interact within
the network mfrastructure i

B Security systems and methodologies for network and data/voice communications systems.

B Common information security issues, threats, vulnerabilities, and attacks

Ability to

Monitor and analyze server and network security and provide recommendatlons for
|mproved server and/or network performance and secunty :

| ldent|fy and resolve system performance and securlty issues that risk business continuity.

When asSigned to AudioNisual Systems (In addition to genetal knowledge and abilities)
knowledge and abilities may include but are not limited to:

Knowledge of

~ B Principles, rules, guidelines, and best practices related to motion picture, photographlc and
' Itve/post audio and video production.

B The components, design, and setup of audio/visual systems mcludmg prOJectlon and
displays systems, control systems, and sound reinforcement systems.

| Pnncnples and practices of vnsual and graphlc design, video and photographlc editing.

Ability to

B Analyze the audio/video needs of county departments design audio/video systems, and
provide recommendations regarding the necessary audlo/wdeo systems and equment for
ongoing use or for county events

, Ensure audlo/wdeo systems and equ1pment is properly installed and troubleshoot system -
“and equipment problems.

B Produce a variety of promotional and tnformatlonal videos and photographs for the purpose
of service, product, or event promotion; training; marketing; and/or other informational

communication.

_ Experience and Training

 Information Technology Analyst | T
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Any combination of experience and training that would provide the required knowledge and
abilities is qualifying. A typical way to obtain the required knowledge and abilities would be:

Training:

Equivalent to the completion of a Bachelor's degree from an accredited college or university with’
major coursework in computer science, information technology or a closely related field. Additional
relevant technical experience that demonstrates the ability to perform analytical duties in.assigned
technology area may substitute for the required education on a year for year basis. Possession of
one or more approved information technology certificates and/or completion of other approved
technology-related training may substitute for some or all of the required education.

Experience:

- Two years of professional level information technology experience comparable to Informatron
Technology Analyst | with Placer County.

License or Certificate:

° May need to possess a valid drrver s license as required by the position. Proof of adequate
vehicle insurance and medical clearance may also be required.

o Depending upon assignment, demonstrated technical competency and/or certification
pertaining to the mformatlon technology used by the appomtlng department may be
requrred

PHYSICAL REQUIREMENTS

Mobility — frequent standing or sitting - for extended periods; frequent walking; frequent to
occasional - twisting; occasional pushing/pulling, bending, kneeling, squatting, climbing and
crawling. Lifting — frequent lifting up to 20 pounds, occasional lifting up to 80 pounds. Vision —
constant use of good overall vision for reading/close up work; frequent use of color perception and
eye/hand coordination; occasional use of depth perception and peripheral vision. Dexterity —
frequent repetitive motion from writing and using a computer keyboard; frequent grasping, holding
and reaching. Heannq/T alking - frequent hearing/talking to.others on the telephone and in person

WORKING CONDITIONS

Work is typlcally performed in an indoor office enwronment W|th moderate noise Ievels controlled -
temperature conditions ‘and no direct exposure to hazardous physical substances; position

occasionally. requires travel to other locations. Work environments may include noise, dust and/or

unpleasant odors, marked changes in temperature and humidity, and may occasionally require

work in confined spaces. Occasional evening, holiday and/or weekend work may be required.

Information Technology Analystl
~ Information Technology Analyst Il
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'INFORMATION TECHNOLOGY ANALYST SENIOR

' DEFINITION - o _ : ~ S , ,
" Class specifications are intended to present a descriptive list of the range of duties performed by employees
in this classification. Specifications are not intended to reflect all duties performed.-within the job.

Under general direction, perferms advanced, specialized work of professional nature, utilizing skills
that require technical expertise .and’ an understanding of complex -analytical procedures and -
systems processes, including network operating systems, analysis of complex business processes
and ‘requirements and the development of applications; network infrastructure; and database

B management; while working with a significant amount of independent authority and judgment.

Incumbents’ primary responsibilities consist of managing large, complex projects and leading
project teams and/or providing expertise and guidance .in complex information systems analysis
and solutions, including definition of- user requirements, feasibility studies, design, program
specifications, testing, and implementation; and petforms other related duties as assigned. May -
- provide functional; technical, or direct supervision-over subordinate technical and/or professional
staff o . ' - oo : ' . ‘ .

 DISTINGUISHING CHARACTERISTICS

" This"is the lead/advanced journey-level class in the Information “Technology Analyst job family.
This class is distinguished from the class of Information Technology Analyst Il because incumbents
in the Information Technology Analyst Senior class perform complex level professional systems
and applications-related duties that include ‘acting in an advisory role to other analytical staff and
providing strategic input-within- his/her. area of specialization; and/or, coordinating/administering:
projects that are moderate/large. in size and scope, requifing the direction of multiple staff and the
procurement/utilization of significant resources management. The Information Technology Analyst
Senior is distinguished fromi the Information Technology Supervisor in that the former may be
responsible for providing direct supervision where the emphasis is on the application of technical

“expertise, with“supervisory responsibilities incidental to the technical expertise while the latter's

~ primary responsibility is for performing full, first-line supervisory responsibilities including planning,
assigning.and evaluating the workof subordinatés and is responsible for a program area within a

work unitor department. . ‘
SUPERVISION RECEIVED AND EXERCISED
Incumbents at this level work uﬁder'gene'ral direction from an assigned supervisor or manager,
working from broad. policies -and. towards general objectives and referring specific matters to a
superior only when interpretation or clarification of organizational policiés is necessary.

~M_ay exercise technical, fUnctib,naI, -and/or d.ireét supervision over professional and technical staff.
'EXAMPLES OF DUTIES — Duties may include, but are not limited to, the following

| 1. Serves as a technical expert within area of assignment, 'providing guidénce and direcﬁon to

other professional staff and resolving complex problems; participates in developing -

strategic plans for sysfems/'applications development and modification within area of
-expertise.” PO ' : - '

'formatlon Technology Analyst Senio



. Yoo o )y
~ Placér County
Information Technology Analyst Senior
Page2

2. AAnaIyze_'s and evaluates computer network design (including the County’s overall network),
operating systems and/or business requirements; consults with personnel from various
“departments and identifies areas for strategic network, database, and/or operating system
lmprovements and upgrades; or the development of technical solutions to automate and/or
improve business processes. Designs system archrtecture, network infrastructure and
configuration; database, and/or web-based application solutions that meet the needs of the
organlzatlon and-develops plans to initiate rmprovements S

. 3. Prepares complex reports correspondence and other documents partrcrpates on
. committees and task forces; attends. meetings, conferences and training sessions.

4. Answers. questlons and provrdes information to personnel of customer departments;
analyzes questlons and recommends. appropriate correctrve action as necessary.

5. Coordmates ‘with systems network and/or database - administrators to. implement
-application. or system design specifications and coordinate integration across multiple
platforms and technologies; maintains effective communications . with users regardmg

. vendor activities, problems, status, timelines and other details. :

8. Trams ‘leads and provides technical guidance to professronal and technical staff assigned
to operating systems, network infrastructure, business systems analysis and application
development, database administration, telecommunications systems, and/or audio/video
systems. Directs the work of peers and/or subordlnate professronal rnformatron technology

staffed on assigned projects.

7. Recommends the appointment of perso‘nn'el prowdes or coordinates staff fraining; prcvid’es
standards and operating guidelings; provides trmely mput on performance evaluations and
dlsclplmary matters, as assrgned :

- 8. Provides budget recommendations and assrsts in budget preparatlon and admlnlstratlon
o prepares cost estimates for budget; monltors and controls expenditures.

9. Provrdes technlcal and functronal supervrsron of contractors/vendors

10. Provr_des after hours technology support as assigned.

Depending on area of assignment'

11. Coordlnates the actlvrtres of County technical personnel and-contract personnel durlng
major and minor network problems; provides problem status, oral and written, to
- management; focuses on preventing and resolvrng network and system problems related to

area of assignment.

" 12. Serves as the admmrstrator for large and highly complex databases researches and
identifies database environment requirements and ‘specifications; determines integration
reqwrements to ensure mter—operabllrty across multlple platforms and technologres '

13. Oversees and prowdes guidance’ and expertrse in the desrgn building, mstallatlon
configuration, maintenance and administration of highly complex network infrastructures,
telecommunications systems, or server platforms and operating system: components

formatlon Technology Analys -nlor
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14,

- --security --standards. --Performs computer forensics' as requested by County- legal - -

16.

Oversees the mtegrlty and securlty of County networks and all related components'

including human element, physical and virtual servers, domain controllers, desktops,
laptops, printers and other devices which utilize the County network. Scans and monitors
nefwork - activity, filters malicious activity and virus probability; retrieves data for
investigative purposes. Defines and maintains County/Department network and data

department, auditors, or other authorized requests. Conducts research on latest security
threats and uses new security products to help maintain the integrity  of the Countys
network Develops security procedures and pollcres

Acts as the project lead over moderate/large business analysis projects;’ develops and
monitors project budgets and resources; interfaces with clients to define project scope and
review project activities, recommendatlons and -outcomes; coordinates the use of project
resources based on.project requirements; designs and implements -project testing and

quality assurance processes. Project-related duties may include:

16,

17.

- a. determining and developmg cost benefrt analyses for project justifications;
developing projected budgets and resources needed to conduct the work:

evaluating risk concerns and opfions; providing technical input into the development ,

of specifications for . ‘requests for proposals” pertaining to external services;
reviewing vendor submissions-and providing recommendations on vendor selection;

b. monitoring vendor performance o ensure compllance with County specifications;
ensuring project compliance with County procedures or protocols, budgetary
. constraints and staff/resource utlllzatron :

¢. serving as the primary client mterface on ass:gned projects; r'ewewrng'

" recommendations with clients and receiving approval to proceed; reviewing final

-outcomes with the client and obtaining their sign off that all work has been |

conducted in accordance with client requrrements

d. »- assugmng and directing project team. members that cross muttiple 1T disciplines.
and/or departments; as well as other resources, on assigned pro;ects to ensure
compliance with schedule, budget and prolect speclflcatlons '

e. coordmatlng the activities of contract personnel and/or vendors cons:stent with
‘project plans identifi ies and resolves obstacles to progress.

f desrgnmg and dlrectmg prolect testmg and quallty assurance processes. for

assrgned prolects

Provides recommendations for developing -and/or improving hardware, software, and/or
web-based applications across  multiple County departmients in order to accomplish
business "goals; recommends  and/or implements - operating system adjustments to
-maximize application performance and resource resolution. ‘

Follows, malntalns, and lmplements mternal control network securlty and other security
systems for computer and telecommunication data systems and hardware protection.

Jr b e
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18.

Performs other related duties as assigned.

MINIMUM QUALIFICATIONS

_ KnoWledge: Of.

" Principles and practices of effective team building, team leadership and conflict resoliition.

Advanced: prlnclples and practices of project management and work flow analysis.
Advanced principles and practrces of systems and procedures analysis and desagn

.Complex software Tools, test equment and measurement techniques.

B A broad fange of operatrons sefvices, concepts, terms .and. actrvrtres common to a -
g comprehensrve state-of-the-art information systems program:. '

Principles, methods and techniques used in designing, developmg, testing and
implementing computer hardware and software systems.

Computer hardware and software systems being used by the hiring department

' Prrncrples and practices of troubleshootmg computer hardware software and network. ‘

problems

.Principles and practices of customer service.
“Methods and :techniques - of developrng and presentmg technrcal documentatron and

training materials. .
Prlncrples and practices of record keeprng
Modern offrce procedures, methods and equrpment

Ablllty to

B - Conduct mdependent research, rnterpret hrghly technlcal documents, draw valrd '

conclusions, develop technological solutions, také approprrate actrons and/or make -
approprrate recommendation related to complex |T problems .

@ Analyze, dragnose and resolve problems of the most complex nature and provrde gurdance

toothers i in'the diagnosis and resolutron of complex problems.

" Lead, -train, assign, schedule ‘and review the work of technrcal andlor professronal

information technology staff.
Effectlvely build and lead.a team through all phases of complex information” technology _

" projects 1nvolvrng multiple IT disciplines in" order to achieve departmental and/or county

goals.

Produce detailed desrgn and work specrfrcatrons “for Requests for Proposals (RFPs)
Requests for Quotes (RFQs) and Statement of Work (SOW) documents. :

Research and gather complex mformatron from a varrety of county, vendor and rndustry

SOUI‘ ces
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@ Prepare and present hrghly techmcal documents such as network: and system dlagrams
and circuit schematics, Radio Frequency propagatron and network coverage maps and
other technical documents t :

- B Provide expertise and effectlvely advrse professronal technlcal staff on complex technical
matters : .

i - Develop training materrals tram team members in the use of complex technrcal equipment -
and software. _

®  Read, comprehend and retam technlcal rnformatlon on computer products and systems
, -\ Provide on-call service during off hours evenings, weekends and holldays

ln addition to the above, dependlng on area of asmgnment

Knowledge of

E: ,Prmcrples and practrces of IP Network Telephony and AUdIO Vrdeo system desrgn :
technrques : ' . .

B Techniques and practrces used in managing, designing, rmplementmg, maintaining and
) operatrng IP.Network and telephony systems-including WAN/LAN, VolIP, AudroNrdeo
A systems and assoclated network equipment. A }

:A broad range of protocols commonly used in wrred and wrreless communrcatlons
networks. (e.g. TCP, IP, UDP, SNMP, RADIUS BGP OSPF, RIP, Serial, TDlVl TFTP,
FTP, SSH, SSL., etc) L

- B Principles and practices of business operationS-analysis.

B Principles and practices of complex database desrgn and admlnlstratron

& Enterprise Level lnformatron Technology Infrastructures

'Abrlltyto ST Lo ) ;

B Conduct busmess analysis and recommend technology solutions or busmess strategies
that meet county, state and federal requlrements _ t

L Create present and explaln complex dlagrams to rllustrate technology solutrons

B Analyze, develop, mamtarn and administer complex databases and database
o management gystems srmrlar to those bemg used by the assrgned department

B Perform advanced network admmrstratlon dutres lncludlng securlty admrmstratron

B Analyze, develop, and marntaln complex network-rélated systems, equrpment and -
software similar to that being used by the hiring department

ay nalst Senior
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’ Experience and Trammg

Any comblnatlon of experlence and training that would provude the rfequired knowledge and
abiliies is qualifying. A typical way to obtaln the required knowledge and abilities would be:

. Training:

Equivalent to cornpletion of a Bachelor's degree from an aCcredlfed co_llege,or- universlty Mth'majdr ,

coursework in computer science, information systems or a closely related field. Additional relevant . -

.. .technical experience that demonstrates the ability to perform analytical duties in assigned.

* technology area or possession of one or more approved information technology certificates andfor
_completion of other approved technology-related training may substitute for the required education
on a year for year basis. Possession of one or more approved information technology certificates -
and/or completion of other approved technology—related trammg may substltute for some or all of

the required educatlon

Experlence
Two years journey level professronal information technology experlence comparable to an.

4 'lnformatlon Technology Analyst Il with Placer County

Lmense or Certlflcate

e May need to possess a valid driver’s license-as requrred by the posntron Proof of adequate :
vehicle insurance and medical clearance may also be required.

o Depending upon assignment, ‘demonstrated.technical competency and/or certlflcatlon :
pertalning to the information technology used by the appointing department may be

-requrred

PHYSICAL REQUIREMENTS ‘

Moblllty - frequent standlng or. stttmg for extended perrods frequent walkmg, frequent to
occasional - twisting; occasional pushing/pulling, bending, -kneeling, climbing, squatting and
crawling.  Lifting — frequent lifting up to 20 pounds and occasional lifting up to 80 pounds may be
required, depending upon -assignment.  Vision — -constant use of good overall vision for
+reading/close up work; frequent use of color perception and eye/hand coordination; occasional use
of depth perception and peripheral vision, Dexterrty ~ frequent repetitive motion from writing and
using.a computer keyboard frequent grasping, holding and reachlng Heanngfl' alkrng - frequent
hearmg/talkrng to others on the telephone and in person, )

WORKING CONDITIONS

“Work is typically performed in an indoor office environment with moderate noise levels, controlled
temperature conditions. and no direct exposure to -hazardous physical . substances; position
occasionally requires travel to other locations. Work environments may include noise, dust and/or
unpleasant odors, marked changes in temperature and humldlty, and may occasionally require

' work in confmed spaces

In ormation Technology Analyst Senior -
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DEFINITION

Class specifications are intended to present a descriptive list of the range of duties performed by employees
in this classification. Specifications are not intended to reflect all duties performed within the job.

Plans, organizes, directs, evaluates and supervises the activities of a group of professional and/or
para-professional and technical information technology (IT) ‘staff in one or more-of the following
technology disciplines: Application Development and Support, Business Systems, Network &
Telecommunications, Database, Platform Technologies, and/or Technical Support duties that
involve monitoring, installing, configuring and upgrading, modifying, troubleshooting, and repairing
hardware, software and peripheral problems and supporting end users; or other technology area
performing ~ professional applications “development and - support, network support, information
technology analysis/administration, and/or other related information technology analytical duties;
performs the most complex work assigned to the classification series; and performs related duties

as assigned.
DISTINGUISHING CHARACTERISTICS '

This is a full, first-line supervisory-level class where incumbents work under general direction and
_ broad policies wherein the preponderant responsibility assigned to positions is to directly supervise
the operations and staff within an information technology work unit in addition to performing
professional information technology work. :

SUPERVISIQN RECEIVED AND EXERCISED
Receives general direction from an assigned manager.

Exercises direct supervision over assigned professional, para-professional, and/or technical
personnel. In addition, may exercise supervision over assigned clerical/administrative personnel.

EXAMPLES OF DUTIES — DutIesvmay include, but are not IImited to, the following -

1. Supervises a group of technology employees within an assigned technology work unit;
' selects and directs staff; plans, prioritizes, schedules, assigns and evaluates work;
procures and provides resources to staff as needed; monitors and evaluates staff
performance and quality of work; initiates informal and formal disciplinary actions as

necessary.

‘2. Recommends goals and objectives for assigned information technology operations and
directs their implementation; establishes schedules and methods for assigned program
area: develops and implements policies and procedures. Determines staffing needs for
assigned work units/operational areas in order to achieve goals and objectives. :

3. Evaluates operations and activities of assigned unit/operational area and recommends
improvements and modifications. Prepares various reports on operations and activities.

4. Assumes responsibility for staff development and training; identifies individual training
v nee_ds and works to ensure those needs are met. -~ :

5. Builds and maintains positive working relationships with co-wofkers,' other - County

pervisor

Inormatlon echnology
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- employees, and the public using principles of effective customer service.

- 6. Reviews and approves programming, systems development and systems enhancement
plans, work orders, consultant and related bills and purchase orders; prepares and
monitors consultant-agreements, reviews new and proposed laws, regulations, codes,
methods, materials and techniques for apphcatlon to projects; develops and implements
procedures standards and systems. .

7. -Performs a variety of complex applications, network and/or- professional technology
troubleshooting and analysis duties as a working supervisor. Assists in solving problems
regarding networking, telecommunications, operatmg, communications, business process
analysis, and application systems. : _

8. Assists in preparing, administering and mOnitoring unit or project budgets; tracks and
monitors expenses for assigned areas; researches costs for new hardware, software and
other items and prepares reports and recommendatlons ‘

9. Works W|th management assigned staff, other County departments reglonal partners,
and/or vendors to ensure the best use of technology to support the mission of the unit and

department.

10. Designs, directs and oversees work unit quality assurance activities and coordinates
resolution of complex and technical problems and system changes that affect the work of
the unit. Develops, administers, and maintains County or department standards for
computer, telecommunications, server, and network hardware and software.

11. Manages complex technology projects requiring the support of multiple diverse staff and
the procurement/utilization of specialized resources; determines and develops cost benefit
analyses for project justifications; identifies the budget and resources needed to conduct
the work; manages and monitors budget dollars -and staff; evaluates risk options; ensures
project compliance with County and department procedures or protocols, ‘budgetary
constraints and staff/resource utilization; monitors and manages vendor performance to
ensure compliance with County standards and specifications; interfaces with clients to
define project scope and review project activities, recommendations and outcomes
designs and directs project testing and quality assurance processes.

12. Determines and develops cost benefit analyses for project justifications; identifies the
budget and resources needed to conduct the work; manages and monitors budget doliars
and staff; evaluates risk options; ensures project compliance with County and department
procedures or protocols budgetary constramts and staff/resource utilization.

13. Prepares reports, correspondence and other documents; parhcrpates on committees and
task forces; attends meetings, conferences and training sessions.

14, l’rovides emergency response capability tor cbmputer service on a 7—day, 24 hour basis.
‘15. Provides technical and functional supervision of contractorsivendors

16. Performs other related duties as assigned.

Information Technology Supervisor
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- MINIMUM QUALIFICATIONS

Knowledge Of:

B _General operations, services, concepts, terms and activities common to a comprehenswe
state-of-the-art information systems program

B Prmcuples and practices of public admlmstratlon mcludmg, budgetlng, staff development,
customer service and human resource management '

Pnnmples and pract|ces of supervnsmn training, and performance management
B Principles and practices of effectlve team building, team leadership, and conflict resolution.

Computer hardware and software systems similar to those being used by Placer County,
including business applications, operating systems and network systems.

B Advanced pro;ect management principles and techniques.

Prmmples methods and techniques used in de3|gnmg developlng, testlng and .
implementing and managing information technology solutions.

B Advanced methods and techniques of evaluatlng business need requirements to provide
technology solutions.

Operational characteristics of local and wide area network systems.

B Operational characteristics of communication systems, equipment and devices.

Information security systems and methodologies.

B Principles and methods of troubleshooting computer hardware software and network
problems.

B Methods and techniques of developing and presenting technical documentation and
training materlals

Ability to:

H Organize, implement, direct and supervise the work of subordinate employees who perform
- professional information technology work.

B Provide a highly advanced level of professional support in assigned technology systems
' area(s).

Train and motivate staff. |
B Evaluate and resolve a broad range of problems utilizing limited resources.

B On a continuous basis, analyze technical and business operations, reports and special
projects; identify and interpret technical and numerical information; identify problems and/or
areas of improvement, recommend solutions such as new or revised operational and
technical policy and procedures, and make effective decisions in a timely manner.

Develop work plans and methods to ensure that assigned work areas are functioning in the

lfmtl elgy uperwso T



Placer County ) o )
Information Technology Superviso

Page 4

most effective and efficient manner.

B Prepare and maintain comprehensive procedures manuals and documentation, technical
reports, and correspondence.

@ Assist with development and administration of the budget for the assigned unit.
Coordinate and manage a variety of information technology tasks and prpjects.

-B Gather and evaluate information in order {o reason logically, draw valid conclusions, take
appropriate actions and/or make appropriate recommendations. '

' Communicate technical information to a wide variety of users.

Interpret and apply complek and technical information pertaining to computer and network
systems. : ' =

Adapt quickly to changes in policies, procedures, assignments and work locations.

B Communicate effectively, both verbally and in writing.

Establish and maintain effective working relationships with those encountered during the
course of the work. ' R :

Maintain the confidentiality of information.
® - Analyze and prepare technical reports. _
Provide on-call service during off hours, evenings, weekends, and holidays.

Experience and Training '

Any combination of experievnce and traihing that would provide the required knowledge and
abilities is qualifying. A typical way to obtain the required knowledge and abilities would be:

Training:

Equivalent to the completion of a Bachelor's degree from an accredited college or
university with major coursework in computer science, information systems or a closely
related field. Additional relevant technical experience that demonstrates the ability to
perform analytical duties in assigned technology area may substitute for the required
education on a year for year basis. Possession of one or more approved information
technology certificates and/or completion of other approved technology-related training may
substitute for all or part of the above-required education. » ‘

Experience:

Three (3) years of advanced journey level professional information technology experience
comparable to Information Technology Analyst Senior.or five (5) years of relevant journey
level professional experience comparable to Information Technology Analyst Il with Placer
County or equivalent experience performing development and analysis in a comparable

- complex information systems environment, including project management experience.
Prior lead or supervisory experience is desirable. ’ ' ’

Information Technology Supervisor-
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Special Requirement: Depending upon assignment, demonstrated technical competency
and/or certification pertaining to the information technology used by the appointing
department may be required.

‘License or Certificate

May need to possess a valid driver's license as required by the posmon Proof of adequate
vehicle insurance and medical clearance may also be requwed

PHYSICAL REQUIREMENTS

Mobility ~ frequent standing or sitting for extended periods; frequent walking; occasional
pushing/pulling, bending, kneeling, squatting and crawling. Lifting — occasional lifting up to 20
pounds. Vision — constant use of good overall vision for reading/close up work; frequent use of
color perception and eye/hand coordination; occasional use of depth perception and peripheral
. vision. Dexterity — frequent repetitive motion from writing and using a computer keyboard; frequent
grasping, holding and reaching. Hearing/Talking - frequent hearing/talking to others on the
telephone and in person. ‘ :

WORKING CONDITIONS

Work is typically performed in an indoor office environment with moderate noise levels, controlled
temperature conditions and no direct exposure to hazardous physical substances position
occasionally requires travel to other locations.: Work environments may include -noise, dust,
marked changes in temperature and humidity, and/or unpleasant odors.

Iftlon Tenolo- Servnsor
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INFORMATION TECHNOLOGY TECHNICIAN i

DEFINITION
-Class specifications are intended to present a descriptive list of the range of duties performed by employees

in thls cIaSS/f/catlon Specifications are not /ntended to reflect all duties performed within the job.

Performs a wide range of technlcal duties, typically in a help desk environment, in order to provide
effective support for assigned technology functional ar 8, troubleshoots and resolves
system/application related support requests pertaining to tenance and administration of
computer hardware and software and telecommunicationssystems to meet business .needs. This

classnflcatlon serves as a flrst or second Ievel respon‘ ' nay perform any of the following
' 2 wariety of information systems

i S, security ao o)
i ?éyommermal off-the
{ s:gned. ‘

-applications; and performs other related duties

DISTINGUISHING CHARACTERISTIC

y Tecﬁn g;-, n series. This class is

orer -5§(jne tasks and duties assigned
Ve gL expec ed to perform with the same

] ocated"%{ He journey level. Positions where
; lgnments such as serving as a first level

receiving g{% calls, troubleshooting basic problems
alling soft ‘.g, and forwarding a large percentage of

£ member may be permanently allocated to the

to positions within thlsﬁ; Shies. |
lndependence of dlreeig‘ ar

he Info}mation Technology Technician series. Employees
om the Information Technology Technician | by the '
fes as assigned. lnc‘umbents at thls Ievel work alone on routine

This is the full Joéﬁﬁgy level clase
within this class are ngulshe

or regular work assignmet
doubt as to the correct procéd.i es to follow. This.class is dlstmgwshed from Information

Technology Specialist in that the Specialist describes positions that are responsible for performing
duties that are broader and more complex in nature requiring specialized knowledge and abilities
as compared to the more routine tasks performed by a Technician that require a more general

knowledge

Information Technology Technician | g ,
- Information Technology Technician I . : 4/1/2014
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SUPERVISION EXERCISED AND RECEIVED

Information Technology Technician I‘

Incumbents work initially under immediate supervision from an assigned supervisor while Iearnrng
job tasks, progressing to general supervision as the procedures and processes of the assigned
areas of responsibilities are learned. May recejve technical and functronal supervision from hlgher
level staff.

Information Technology Technician Hl

Receives general supervision from an ‘assigned supervisor. May receive technical and functional
supervrsmn from higher level staff.

EXAMPLES OF DUTIES — Duties may include, but are not limited to, the following

1. Coordinates and provides technical support to County personnel, over the telephone and in
person, using computers; analyzes and solves standard software, hardware, and network

problems.

2. Receives reviews and/or logs requests from end users regarding computer hardware,
software and/or peripheral equipment problems; writes and tracks trouble tickets/work

orders.

3. Provides first-level and second-level assistance to customers; verifies the location of the
problem; elicits information from end user on the nature of the issue; resolves issue or
refers to higher level staff member when necessary.

4. Reviews and tracks service requests and trouble reports related to hardware and software
problems and coordinates with end users and/or managers to ensure that customer needs v
are met. Maintains records of work completed and resolutions. :

5. Monitors the network consoles: prioritizes, schedules, and dispatches field calls; monitors
network security in close coordination with Information Technology staff.

6. Performs workstation troubleshooting, performs configurations of new desktop images;
installs, upgrades and maintains computer workstation hardware, peripherals and-
associated software; manages and executes installation upgrades and system patches.

7. Creates user IDs, modlfles user profiles, re-sets passwords and performs regular file
maintenance; sets up basic user access permissions consistent with County policies and i
procedures; documents all changes and revisions. : )

8. Builds and maintains positive workrng relationships with co-workers, other County
employees, vendors, and the public using principles of good customer service.

9. Provides one-on-one training pertaining to the use of standard applications, equipment,

and/or systems, 'including audio/video equipment, telecommunication equipment and —
ystems personal computers Iap top computers and general ofﬂce software o -

Informatr Technlogy echmcrn | ] ‘
“Information Technology Technician Il , 7 =
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10. |

11.

12.

Performs basic installation, operation and maintenance of computers and peripheral
equipment; monitors routine system parameters such as response time. and general
performance; tests and sets up basic hardware and software configurations; performs basic
maintenance and repair on system components.

Sohedules and runs jobs and reports; performs routine system backups, upgrades and/or
other hardware/software support activities; connects computers to printers, scanners,

'PDA's and other peripheral equipment; loads software.

Plans, implements and monitors hardware and software upg'rades, patches, security and

- backup/recovery processes; obtains new and upgraded system hardware and software

13.

14.

15.

16.

17.
18.
19.
20.
21.

22,

23

from vendors; utilizes appropriate tools to install and test upgrades and patches; may
develop utility programs as needed to ensure that new and upgraded systems work
effectively with current systems and programs; determines and documents proper
installation parameters for software and hardware in order to ensure smooth integration,
transition and efficiency. :

Provides technical and functional supervision of vendors and/or contract staff during the
implementation of hardware and software upgrades, patches, security and backup/recovery
processes. ' '

Assigns tasks to County IT staff and coordinates activities when acting as the lead on
special projects. :

Informs management of existing or potential production problems; maintains problem logs;
communicates with higher-level staff regarding documentation, testing and scheduling

concerns; communicates production or testlng problems to user departments and keeps
them apprised of schedule changes.

Administers and maintains County standards for system hardware and software; develops
system related documentatlon .

Generates standard reports from various database applications.

Reyiews, submits and tracks requests for system enhancements and equipment upgrades.
Assists with project management and network operations, as needed. :
Maintains an inventory of all comp'uter systems, peripherals, and software.

Performs miscellaneous administrative dutles as needed such as data entry and billing
activities.

Provides after hours technology support as assigned.

Performs other related duties as assigned.

[n addition to the above, when assigned to Telecommunications:

Iformaiolo echnicianl a 7
_ Information Technology Technician |l
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B Ny

24. Provides technical assistance in the installation, maintenance, modification and repair of
telecommunication equipment such as PBX and/or VoiP equipment, voice mail systems,
uninterrupted power supplies, telephone handsets, radios, network cabling, paging/public
address equipment, intercoms, T1 circuits; optical fiber and related equipment.

- 25. Assnéts in telecommunication systern fnoves adds and changes; reviews installation sites
and determines amount of cabllng needed to conduct installation; mstalls cabllng jacks and
related components

26.Responds to service/repair calls or maintenance alarms; investigates analyzes and
diagnoses the operation and performance of. electronic, radio and wire systems and
equnpment and mltlates action to opt|m|ze system/circuit effecttveness

27. Troubleshoots digital and analog SW|tch|ng equipment malfunctions and takes necessary
actlons to restore systems

28. Provides training to personnel of customer departments on the use and features of
telecommunications equipment and systems. :

29. Installs, troubleshoots, maintains and répairs audio and visual distribution networks, public
address systems, video recording and playback equipment, paging systems and local area
_ network (LAN) connections. ‘

30. Installs, modifies, troubleshoots, tests, maintains and repairs radio networks, computer
networks and related peripheral equnpment :

31. Designs, installs, maintains and repairs radio antennas on towers.

MINIMUM QUALIFICATIONS
Information Technology Technician |
Knowledge Of |

@ Basic computer hardware and software, operating systems, workflow processes, direct
access techniques and remote processing. ‘ _

B Basic operational characteristics of local and wide area network systems
B Basic operational characteristics of communication systems, equipment and devices.

B Basic methods and techniques of testing, troubleshooting, problem solving, and
maintenance of desktop computer, network, and communication system hardware and

software.

B Tools used in the maintenance, testing, troubleshooting, and installation of personal
computers, communications equipment, network components, and peripheral equipment.

Information Technology Technician |
_ Information Technology Technician |l
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B Principles and practices of effective customer service. ..
B Safe work practices when working withelectronic equipment

= ', Operatlons serwces concepts terms and actlvmes common to a comprehensrve state of-
~ the-art information technology program : c

B Principles of records and database management.
Ability to

B Learn the operations and tunctions of the assigned business unit.

B Learn to analyie problems with software, hardware, communications and operating
systems; identify and locate the source of the problem; diagnosis problem and develop
logical, reliable solutions; and initiate corrective actions.

Learn to install, maintain, repair and modify a variety of computer equment software,
communications and electronic equipment and systems:

Learn to erte procedures and documentation for problems, solutrons and standards.
Track service requests and trouble reports and ensure problems are resolved
Communicate clearly and concisely, both orally and in wrltmg

Communlcate techmcal rssues to individuals with varylng degrees of information technotogy
knowledge

Establish and maintain effectrve worklng relat|onsh|ps with those encountered durmg the
course of the work. , v :

B Learn to organize and manage multrple pnontres ‘and perform a variety of work
assignments. :

- B Work independently. and as a cooperatrve contnbutmg member of a team.
B Provide on-call service during off hours, evenings, weekends and holidays.

In addition to the above, when assigned to Telecommunications

Knowledge of
B Radio communications and electronics including Microwave radio theory and opera_tions.

B Standards and protocols for data/voice communications.

Experience and Tralmng

“Any combination of experience and training that would provide the requrred knowledge and
abilities is qualifying. A typical way to obtain the required knowledge and abilities would be:

Training - - o | | .

InormatlonTechnologyTechnlmanI .
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Equivalent to the completion of an Associate’s Degree wnth major coursework in computer
science, information technology, or a related field. Experience involving the technical support
of computer applications and equipment may substitute for the required education on a year for

~ year basis. Possession of an approved information systems technology certificate, or
completion of an approved information systems training course may substitute for all or part of
the above required education.

Experience
One (1) year of experience involving the applications and operations of computer equipment.
Information Technology Technician I |
Knowledge Of |

B Computer hardware and software, operating systems, workflow- processes direct access
techmques and remote processing.

B Operational characteristics of local and wide area:netwovrk systems

Operational characteristics of communication systems, equipment and devices.

. B Methods and techniques of testing, troubleshOOting, |croble'n‘1 'solvihjg, ahd maintenance of
desktop computer, network, and communication system hardware and software.

B Tools used in' the mabintenance, testing, troubleshooting,} and installation of personal
computers, communications equipment, network components, and peripheral equipment.

B Principles and practices of effective customer service.
B Safe work practices when working with electronic eq'uipment.

. B Operations, services, concepts, terms and activities common to a comprehensive, state of-
' the-art information technology program..

B Principles of records and database management.

Ability to

B Learn the operations and functions of the assigned business umt

B Analyze problems with software, hardware, communications and operatmg systems :
- - identify and ‘locate the source 'of the problem; dragnosrs problem and develop Iogrcal -
reliable solutions; and initiate corrective actions. : =

B |Install, malntam, repair and modify a ‘variety of computer equipment, software, =
communications and electronic equipment and systems. o

Information Technology Technician |
Information Technology Technician Il
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Write procedures and documentation for problems, solutions, and standards.
- B Work independently and as a cooperative, contributing member of a team.-

@ Track service requests and trouble reports and ensure problems are resolved.

}E ’ C_ommunicate clearly and concisely, bpth orally and inkwrit'ing. ‘

B Communicate technical issues to individuals with varying degrées of information technology
knowledge. - - : o . - , .

B Establish and maintain effective working relationships with those encountered during the
course of the work. B S : - _

B Maintain and manage documents, inventory and records of computer assets, and
coordinate ordering of supplies. :

@ Read, comprehend and retain technical information on computer products and systems.

In addition to the above, when assigned to Téleconﬁmumcations

Knowledge of
B Radjo communications and electronics including Microwave radio theory and operations.

B Standards and protocols for data/voice communications.

Expérience and Training

Any combination of experience and training that would provide the required knowledge and
abilities is qualifying. A typical way to obtain the required knowledge and abilities would be:

Training '

Equivalent to the completion of an Associate’s degree with major coursework in computer
science, information systems, or a related field. Possession of an approved information
systems technology certificate, or completion of an approved information systems training '
course may substitute for all or part of the above required education. :

Experience

Two (2) years of responsible experience comparable to Information Technology Technician |
with Placer County. '

Ve

License or Certificatg

e May need to possess a valid driver's license as required by the position. Proof of :
adequate vehicle insurance and medical clearance may also be required. -
o Depending upon assignment, demonstrated technical competency and/or certification

pertaining to the information technology used by the appointing department may be
required. ' ' : :

Information Technology Technician II ' 7 . _ .
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PHYSICAL REQUIREMENTS

Mobility ~ frequent :standing or sitting for extended periods; frequent walking; frequent twisting;
occasional pushing/pulling, bending, kneeling, squatting, climbing and crawling. Lifting — frequent
lifting up to 20 pounds; occasional lifting up to 80 pounds. Vision — constant use of good overall
vision for reading/close up work; frequent use of color perception and eye/hand coordination;
occasional use of depth perception and peripheral vision. Dexterity — frequent repetitive motion
from writing and using a computer keyboard; frequent grasping, holding and reaching.
Hearing/Talking - frequent hearing/talking to others on the telephone and in person.

WORKING CONDITIONS

Work is typically performed in an indoor office environment with moderate noise levels, controlied
temperature conditions and no direct exposure to hazardous physical substances; position
occasionally requires travel to other locations. Work environments may include noise, dust and/or
unpleasant odors, marked changes in temperature and humidity, and may occasionally require
work in confined spaces.

Information Technology Technician1
Information Technology Technician i
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INFORMATION TECHNOLOGY SPECIALIST

DEFINITION
- Class specifications are intended to present a descriptive list of the range of duties performed by emp/oyees
in this classification. Specifications are not intended to reflect all duties performed within the job.

Provides effective specialized information technology support for network systems and business
applications related to Placer County; troubleshoots, analyzes and resolves system/application
related requests including specialties such as Help Desk, Web, and department specific
applications.- Performs a variety of technical duties pertaining to computer systems and related
equipment and serves as a second or third level res "':’_[er for computer, network and
hardware/software issues. Assists and trains users rsonal computer hardware and
specialized software and provides technical assistance t ers Analyzes existing processes
and provides recommendations regarding technology» i
oounty departments and other agencies m identifyi

*This is the journey level claSS|f|cat|on in the Informatigry, [ éjegy Specnalls sslflcatlon series.
Positions in this classification indepehh & range of both routihe and complex
technical assignments in support ‘g I including user support, system
troubleshooting, review of business prox “s§ 1 fication of user requirements/problems

to a vendor or statewide system which, then de iﬁ nical solution.  This class is
distinguished - from the i Te f”;;%Analyst because the latter
describes positions withy pduties include the analysis of
business -and/or syst%
solutions to meet the ‘ide

or improve effigiency a
system- anfgt%’ idmif

This clag

the Sp}?& Sl -

more compig 4 : .;g ized knowledge and abilities as compared to the more
routine tasks éi ormed by a Teehnici ) -_s‘égj,xrequlre a more general knowledge.

order to meet assigned objectlves and solve complex problems Only unusual matters are referred
to a supervisor. Incumbents -may also receive technical and functional supervision from an
Information Technology Specialist Senior. Incumbents may exercise functional or direct
supervision over technical staff. Incumbents may exercise functional supervision over other

technical spemahst staff on a project basis.

EXAMPLES OF DUTIES - Duties may mclude, but are not llmlted to, the followmg

Information Technology Specialist
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1. Performs a variety of specialized duties in support of the County’s technology functions
which may include, but are not limited to, applications, network, business processes and
related technology areas.

2. Assists users of a particular application where detailed knowledge of the specific
application is required, troubleshooting, debugging and resolving a variety of
operations/business-process related applications problems. Troubleshoots new
applrcatrons and/or systems to ensure functional operation. :

3. Installs confrgures customizes and admlnlsters a variety of commercial, off-the-shelf
(COTS) and vendor developed applications; writes programs/scripts and develops reports
using standard application development products and tools.

4. Designs and generates a variety of routine and ad hoc customized reports based on
- customer requirements.

5. Performs routine applications, system and/or network support duties such as monitoring or
adding applications/users/devices, modifying user profiles re-setting passwords and
performing file maintenance; sets up basxc user access permlssmns consistent with County
policies:and procedures.

- 6. Completes reviews, and/or approves a variety of forms, including requests for hardware
and software and user access.

7. Serves as a technlcal resource in the evaluation, selection, acquisition and |mplementat|on

of computer hardware and software solutions, including cost/benefit analysis. Recommends

~contractor selection and assist with vendor and contract management. Reviews and
provides input on Requests for Proposals. ’ :

8. Designs website layout and content; designs and develops screens and menus; reviews
and monitors content to ensure consistency with County policies and procedures conducts
. ongomg website malntenance for content updates and revisions.

9. Executes websrte and software testlng plans to validate functionality; resolves

© programming issues; refines data and formats final products; tests, troubleshoots and de-
bugs programs using appropriate technology and various test utilities, and ensures
functronal operation.

10.1s responsible for the coordination and completion of projects that are specific to area of
assignment, such as the implementation of a new system design or system upgrade.
-Interfaces with users to identify problems/gaps with current technology and/or business
processes and gathers system requirements. Serves as the primary interface with and
coordinates and directs the work of vendors. May coordinate and direct the work of staff at
the same or lower level while working on projects. Desrgns and drrects project testlng and
quality assurance processes S

11. May write, revise and maintain computer programs based on business requirements and
application design specifications identified and developed by someone else, in order to
create new business applications and interfaces or maintain/modify existing business
applications, using various computer languages and/or database platforms; troubleshoots,
debugs, and resolves problems with application coding.

Information Technology Specialist



Placer County ' N . _—
Information Technology Speciz ) : ) :
Page 3

12 Prepares technical reports, correspondence and other documents provides general
administrative support that may include maintaining records and monitoring
contracts/budgets. \ ’ : ‘

|

13. Partlcrpates on committees and task forces; -attends meetings, conferences and tralnlng
sessmns _

14. Develops training materials and conducts training pertaining to the use of new or mOdlerd
apphcatlons and/or systems for users ‘and other information technology staff

15.When assugned to support a statewide, federal, or legistation-governed system, reviews
upcoming changes to programs, regulations or system (All County Letters, Management
.Change Requests), identifies impact on system and/or County processes, provides input on
necessary revisions, and assists with implementing changes.

16‘. Serves on project teams providing technical assistance as needed.
17, Provides after hours technology support as assi'gned.
18. Provides technical and functional supervision of contractors/vendors.
19. Performs other related duties as-assigned.
MINIMUM QUALIFICATIONS o

Knowledge Of

B Operations, services, concepts, terms and activities common to a comprehenswe state-of-
the-art information technology program. :

B Basic operatlonal characteristics of local and wrde area network systems.

i Automated systems/software utilized in area of assignment, including work processes
methods of data entry/retrieval, and system navigation. ‘

Standard office software such as word processing, electronic: mall and spreadsheet
software; :

B Principles and practlces of troubleshooting computer system hardware and software
problems.

B Process and workflow analysis.

B Tools and test equipment used in the installation, maintenance and repair of information
~ systems.
B Basic project management pnncuples and techniques such as organizing and managing a
project, developing schedules, identifying critical paths and breaking down a project into
mdrvrdual tasks. .

Basic principles and practices of technical network admlnlstratlon

| Prmcmles and practices of customer serwce :

Information Technology Specialist

i
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B Methods and techniques of developing and presentlng technical documentatlon and
training materials. :

B Principles and practices of record keeping.

Modern office procedures, methods and equipment.

Ability to

Operate, maintain and perform repairs on.info'rmation technology equipment and software.

B Perform complex'dutles related to troubleshootlng,'conflgurrng, performrng repairs and
assignment. specific. desktop and network hardware and software issues and respond

_appropriately to customer service requests.

Test and repair electronic equipment using appropriate tools.
Communicate technical information to a wide variety of users.

B Assistin planning and evaluating new systems and equipment.

Execute system testing plans and test, troubleshoot and de-bug programs usrng
appropriate technology to ensure system functionality

B Plan, organize, prioritize and process work to ensure that deadlines are met; organize and
manage multiple assignments and priorities.

B Prepare and present training materials related to specialized hardware and/or software.

' Prepare and maintain documentation for procedures, processes, and tables related to area
of assignment. _

B Independently analyze work methods, procedures and operational needs; identify and
recommend appropriate solutlons

B Learn and utilize specialized terminology if needed by’the specific assignment. »
Read, comprehend and retain technieal information on eompdter products and syetems.
O | Adapt quickry to changes in poIiCie_s, procedures, assignments and work IocationsL
® Cdmrnunicate effectively, both verbally and in writing..

‘B Establish and maintain effective working relationships with those encountered during the
course of the work. ~

B Provide on-call service during off hours, evenings, weekends, and holidays.

Education/Experience

Any combination of experience and training that wouId provide the required knowledge and
- abilities is qualrfymg A typical way to obtain the required knowledge and abrhtles would be:

Education

Equivalent to completion of an associate’s degree from an accredited eollege or University
in computer science, information technology or a closely related field. Additional relevant
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‘technical experience that demonstrates the ability to perform specialist level duties in
assigned technology area may substitute for the required education on a year for year
basis; or possession of one or more approved information technology certificates and/or
completion of other approved technology-related training may substitute for all or part of the
above-required education.

Experience

Two years of journey-level technical experience comparable to Information Technician Il
. with Placer County. '

License or Certificate

o May need to possess a valid driver’s license as required by the position. Proof of
adequate vehicle insurance and medical clearance may also be required.

e Depending upon assignment, demonstrated technical. competency and/or certification
pertaining to the information technology used by the appointing department may be
required. : v

PHYSICAL REQUIREMENTS

Mobility — frequent standing or sitting -for extended periods; frequent walking; frequent to
occasional twisting, depending on assignment; occasional pushing/pulling, bending, kneeling,
squatting and crawling. Lifting — frequent lifting up to 20 pounds, occasional lifting up to 80
pounds. Vision — constant use of good overall vision for reading/close up work; frequent use of
“color perception and eye/hand coordination; occasional use of depth perception and peripheral
vision. Dexterity — frequent repetitive motion from writing and using a computer keyboard; frequent
grasping, holding and reaching. Hearing/Talking - frequent hearing/talking to others on the
telephone and in person. : '

WORKING CONDITIONS

Work is typically performed in an indoor office environment with moderate noise levels, controlled
temperature conditions and no direct exposure to hazardous physical substances; position
occasionally requires travel to other locations. Work environments may include noise, dust and/or
unpleasant odors, marked changes in temperature and humidity, and may occasionally require
work in confined spaces. .

Information Technology Specialist
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INFORMATION TECHNO,LOGY SPECIALIST SENIOR

DEFINITION
Class specifications are intended to present a descriptive list of the range of duties performed by employees

in this classification. Specifications are not intended to reflect all duties performed within the job. .

Leads and provides effective technical support for network systems and business applications
related to Placer County, requiring advanced, specialized knowledge; is assigned sensitive, highly
specialized, larger and most difficult or complex problems and systems; instructs/directs others in
troubleshooting, analyzing and resolving system/application related support requests including
specialties such as Help Desk, Web, and department specnfﬁ%g\ ‘ﬁlications. Performs a variety of
technical support duties pertaining to computer systems related equipment and serves as a
second or third level responder for computer, networ ardware/software issues. Analyzes

existing processes and provides recommendations : echnology solutions. Trains IT

e jﬁtformation T }ology Specialist
" technical ass:gnments of significant
compIeX|ty and serve as technlcal X a of assignment.  This class is
distinguished from the classification of&“\t; N 3y Specialist because incumbents in
the Information Technolog Specnallst ovnde “fé” 1, direction to subordlnate staff

&l om'plex systems. This class is
Gin «"%e focus of the former is on the
dior responsibility for serving as a functional lead; whereas the
dline:supervisio ipvera group of technician, technical specialist

distinguished from lrﬁ‘zg , [
application of technical Sxger
latter has respon3|blllty forty

: i g_ndlrectton working from broad poI|0|es and towards
atters to a superior only when interpretation or

L | |
EXAMPLES OF DUTIES —~Biities may include, but are not limited to, the following ~

1. Performs a vanety of complex, specialized duties in support of the County's technology
functions which may include, but are not Ilmlted to, applications, network, busmess
processes and related technology areas. :

2. Actsasa techmcal resource for staff. Provides targeted support for one or more specific
department programs or applications, requiring specialized expertise; tests programs and
applications from the user’s perspectlve Troubleshoots new appllcattons and/or systems to

ensure functional operation.

Ioin_opilt‘ S tnoRo1s
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3. Plans, assigns, schedules, and monitors work of other technical specialist and/or technician
staff.

4. Serves as a trainer for technology staff regarding new procedures and software
applications; demonstrates the software application systems; prepares written procedures
and training materials for staff.

5. Recommends the appointment of personnel provides standards and operating guidelines,
. provides timely input to performance evaluations; recommends disciplinary measures,

when necessary.

6. Assists users of a particular application where detailed knowledge of the specific
-application is required, troubleshooting, debugging and resolving a variety of .
operations/business-process related applications problems.

7. Installs, configures, customizes and administers a variety of commercial, off-the-shelf
(COTS) and in-house vendor developed applications; writes programs/scripts and develops
reports using standard application development products and tools.

8. Designs and generates a variety of routine and ad hoc customized reports based on
customer requirements. :

9. Is responsible for the coordination and completion of projects that are specific to area of
assignment, such as the implementation of a new system design or system upgrade.
Interfaces with users to gather system requirements.and identify problems/gaps with
current technology and/or business processes. Serves as the primary interface with and
coordinates and directs the work of vendors and staff at the same or lower level while

~ working on projects related to assigned duties. Designs and directs project testing and
quality assurance processes. .

10. Researches available technologies, performs cost/benefit analysis, evaluates and
recommends solutions related to the program assigned; manages and executes installation
upgrades and system patches; track problems and requests for system enhancements and
equnpment upgrades and resolve problems as they occur. :

11. Analyzes regulatory rules and issues to identify lmpact on current information technology
operatlons

12. Writes, revises and maintains computer programs ~based on application design
specifications provided to create new  business applications and interfaces or
maintains/modifies existing business applications, using various computer languages
and/or database platforms; troubleshoots, debugs, and resolves problems with appllcatlon
coding. .

13. Instructs others in the generation of and designs and generates a variety of routine and ad
hoc customized reports based on customer requirements. :

14. Monitors and tests website functionallty to ensure optimal performance for end users;
provides recommendations for performance improvements. Designs website layout and
content; reviews and monitors content to ensure consistency with County policies and

- Information Technology Specialist Senior - -
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procedures.

15. Completes, reviews, and/or approves a variety of forms, including requests for hardware
and software, and user access. : '

16. Works with department management in strategically analyzing future technology needs and
making recommendations for multiple complex systems. Serves as a technical resource in
the "evaluation, selection, acquisition and implementation of computer hardware and
software solutions; helps determine requirements for new equipment "installation;
coordinates equipment repairs with external vendors; locates vendors and arranges to have
parts purchased/shipped as needed; arranges for vendors to perform on-site repairs.

17.Prepares technical reports, correspondence and other documents; provides general
" administrative support that may include maintaining records and monitoring
contracts/budgets. S

18.Represents the County an‘d/or assigned department/division on committees and task
forces; attends meetings, conferences and training sessions.

-19. When assigned to support a statewide system, reviews upcoming changes to programs,
regulations or system (All County Letters, Management Change Requests), identifies
impact on system and/or County processes, provides input on necessary revisions and
assists with implementing changes.. ’ - ‘

20.Serves on project teams p'rbviding technical assistance as needed.

21. Provides after hours technology support as assigned.

22. Provides technical and functional supervision of contractors/vendors.

23.Performs other related duties as assigned.

MINIMUM QUALIFICATIONS ' - - : :
Knowledge Of |

"B Principles and practices of effective team building, team leadership and conflict resolution.

Operations, services, concepts, terms and activities common to a comprehensive, state-of-
the-art information technology program. '

B Basic operational characteristics of local and wide area network systems.

"B Automated systems/software utilized in area of assignment, including work processes,
methods of data entry/retrieval, and system navigation. ' : ' S
B Basic project management principles and techniques such as organizing and managing a
project, developing schedules, identifying critical paths, and breaking down a project into
individual tasks. ‘ '

© ‘nformation Technology Specialist Senior kT | = )
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Principles of workstation and server operatmg system rnstallatlon conﬂguratron and
‘maintenance. :

| Principles and practrces of troubleshootlng computer hardware software and network
problems.

- B Principles and practices of effectlve customer service.

B vMethods and techniques of developlng and presentlng technical documentatlon and
training materials. :

B Pnnmplesvand practices of 'record keeping.
B Modern office procedures, methods and equipment.

Ability to:

B Lead, train, assign, schedule and review the work of technrcal and/or spemahst mformatlon
technology staff. :

B Develop tralnlng materialé; train team members in the use of complex technical equipment

and software.

B Perform complex duties related to troubleshootlng, conflgurlng performing repairs and
assignment specific desktop and network hardware and software issues and respond
‘appropriately to customer service requests.

Utilize and explain specialized terminology needed for the specific assignment.
Communicate technical information to a wide variety of users.
Assist in planning and evaluating new systems and equipment.

Execute system testing plans and test, troubleshoot and de-bug programs using
appropriate technology to ensure system functionality

Plan, organize, prioritize and process work to ensure that deadlines are met

Learn and utilize specialized terminology if needed by the specific assignment. -

Read, comprehend and retain technical information on computer products and systems. . .

B Adapt quickly to changes in policies, procedures, assignments and work locations.
B Communicate effectively, both verbally and in writing. |

B Establish and mamtam effective worklng relationships with those encountered during the
course of the work. :

B Provide on-call service during off hours, eVenings, weekends, and holidays.

Experience and Trammg ' o ‘ " A

Any combination of expenence and tralnlng that would provrde the reqwred knowledge and
abilities is qualifying. A typical way to obtain the required knowledge and abilities would be:

Training

Information Technology Specialist Senior -
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Equivalent to the completion of an Associate’s Degree from an accredited college or
university in computer science, information technology or a closely related field. Additional
relevant technical experience that demonstrates the ability to perform advanced technical
duties in assigned technology area may substitute for the required education on a year for
year basis; or possession of one or more approved information technology certificates
and/or completion of other approved technology-related training may substitute for all or
part of the above-required education. Equivalent to the completion of a Bachelor's Degree
from an accredited college or university in computer science, information technology or a
closely related field is desirable.

Experience

Two years of journey-level technical experience comparable to Information Technology
Specialist with Placer County.

License or Certificate

e May need to possess a valid driver’s license as required by the position. Proof of
adequate vehicle insurance and medical clearance may also be required.

e Depending upon assignment, demonstrated technical competency and/or cemflcanon
pertaining to the information technology used by the appointing department may be
required.

PHYSICAL REQUIREMENTS

Mobility — frequent standing or sitting for extended periods; frequent walking; frequent to
occasional twisting, depending on assignment; occasional pushing/pulling, bending, kneeling,
squatting and crawling. Lifting — frequent lifting up to 20 pounds; occasional liting up to 80
pounds. Vision — constant use of good overall vision for reading/close up work; frequent use of
color perception and eye/hand coordination; occasional use of depth perception and peripheral
vision. - Dexterity — frequent repetitive motion from writing and using a computer keyboard; frequent
grasping, holding and reachmg Hearing/Talking - frequent hearing/talking to others on the

telephone and in person. -

WORKING CONDITIONS

Work is typically performed in an indoor office environment with moderate noise levels, controlled
temperature conditions and no direct exposure to hazardous .physical substances; position
occasionally requires travel to other locations. Work environments may include noise, dust and/or
unpleasant odors, marked changes in temperature and humidity, and may occasionally requnre

work in confined spaces.

Information Technology Specialist Senior -~
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